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QUESTIONS 1 AND 2 IN RELATION TO 93 RECOMMENDATIONS SHELBY REPORT 
 
Question 1 
For each of the recommendations implemented by WorkSafe: 

• Was the recommendation fully implemented or partially implemented? 
• How was each recommendation implemented? Please provide specific details of how WorkSafe implemented each 

recommendation and any policies or WorkSafe documents that are related to the implementation of each recommendation. 
 
Question 2 
For each recommendation not implemented by WorkSafe, please provide the reasons for the non-implementation. Please provide specific 
details of why the decision has been made not to implement each recommendation. 
 
 
The answers to questions 1 and 2 are included in the table on the next page. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

General 
Following the Shelby report, a number of projects were initiated focusing on implementing the Shelby recommendations. To assist the project 
coordinators, a Human Resources (HR) Consultant from the HR Directorate within the Department of Commerce was assigned to the project 
between April 2012 and November 2013. 
To facilitate the development of tools, training materials and papers and the delivery of managerial leadership training, this HR Consultant 
was acting in a project manager position (level 6) between 20 August 2012 and 30 November 2013 (0.8 FTE). During this period, the project 
manager position was reporting directly to Lex McCulloch, Executive Director WorkSafe and WorkSafe Commissioner. 
1 Recommendation 1 

WorkSafe develop and embrace its own Vision and Mission statements which 
reflect the strategic aims and objectives of the agency. 

Yes June 2013 

Answer question 1 
WorkSafe implemented the recommendation. 
 
In December 2012, staff consultation took place in the form of a survey about the development of a WorkSafe vision statement 
and mission statement. Following consultation between the WorkSafe Commissioner and the Director General about the proposed 
vision statement and mission statement, the agreed vision statement and mission statement were discussed at the Executive 
Management Committee (Governance) meeting on 11 March 2013. In June 2013, WorkSafe’s vision statement and mission 
statement were launched and implemented as part of the Business Plan 2013-14. A copy of the Business Plan 2013-14 is 
included in Attachment 1.1. 
 
On 5 July 2013, the WorkSafe Commissioner presented WorkSafe’s vision statement and mission statement to staff members 
during a WorkSafe staff meeting. A copy of the PowerPoint presentation used by the WorkSafe Commissioner is provided in 
Attachment 1.2. 
 

2 Recommendation 2 
WorkSafe adopt a structured approach to its annual strategic planning which 
uses evidence-based decision making to identify the strategic goals and 
objectives. 
 

Yes June 2013 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Answer question 1 
WorkSafe implemented this recommendation. 
 
Since 2012-13, there has been an increased focus on reviewing lost time injury and diseases statistics to determine proactive 
work. Industry relevant statistics were proactively sent to the teams to assist with the planning process. Where requested, further 
statistical analysis is provided to managers or staff to assist with business planning. 
 
Since 2013, the Australian Work Health and Safety Strategy 2012-2022 is used for planning proactive work. In April 2013, during 
the WorkSafe Planning Day attended by directors and managers, this strategy was launched. The strategy is since considered as 
part of the business planning process. 
 
At the time, WorkSafe’s Operational Management Committee (OMC) agreed to hold a yearly operational planning meeting.  OMC 
is chaired by the WorkSafe Commissioner and attended by operational directors and managers. In those planning meetings, ideas 
about proactive work were discussed and whole of WorkSafe projects or priorities were agreed. An example of a whole of 
WorkSafe project is the labour hire industry project. A current whole of WorkSafe project relates to the use of scaffolding across 
industries, which is currently conducted by all operational teams. 
 

3 Recommendation 3 
In particular, WorkSafe adopt the problem-solving model as a key driver for 
strategic and operational planning as well as for deploying resources. 

Yes June 2013 

Answer question 1 
WorkSafe partly implemented this recommendation. 
 
Directors reviewed the problem solving protocol of Malcolm K. Sparrow, Professor at the Harvard University’s John F. Kennedy 
School of Government and attended a workshop held by Professor Sparrow in Perth. The problem solving model of Sparrow is 
referenced in the Shelby report. 
 
Although Sparrow’s problem solving protocol was not used for projects initiated by WorkSafe following the Shelby 
recommendations, the principles of this protocol were followed. A structured approach was applied to projects, including the use of 
project proposals, project implementation plans and end project reports. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

The progress of these projects was discussed at Executive Management Committee (EMC) - Governance meetings. In 2012 and 
2013, monthly EMC - Governance meetings were held in addition to regular EMC meetings. 
 
As an example of the approach that was applied to projects, the Project Proposal, the Project Implementation Plan and the End 
Project Report of the Technology to Transform project is provided in Attachment 3.1. 
 

4 Recommendation 4 
Each Directorate to take leadership from the WorkSafe strategic plan and align 
their strategies to this plan. 

Yes June 2013 

Answer question 1 
WorkSafe implemented this recommendation. 
 
The agreed WorkSafe priorities and strategies were included in the Business Plan 2013-14 (refer to page 5 of Attachment 1.1). 
Priorities and strategies are reviewed yearly. On the basis of these priorities and strategies, each directorate prepared a business 
plan including actions and proposed projects.  
 

5 Recommendation 5 
Development of future PDRs incorporate evaluation against targets and 
performance indicators from the strategic plan. (However, see also 
Recommendation 93). 

Yes Ongoing 

Answer question 1 
WorkSafe implemented this recommendation. 
 
Performance Review and Development Plans (PRDP) align with the department’s strategic plan. PRDPs include performance 
indicators against a number of key result areas including operational activities (including planned projects, inspections), customer 
services, teamwork, professional standards, learning and development and motivation and initiative. 
 
Inspectors have performance review and development meetings twice a year. As of 1 July 2018, the department will commence 
using the performance review and development system which forms part of the Human Resources (HR) system known as Eski. 
This system will be linked to the deliverables in the Group’s Business Plan. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

6 Recommendation 6 
Employees be involved in and consulted as part of the strategic planning 
process with regard to how their role and the operations undertaken fit and 
contribute to the organisational direction. 

Yes  2013 

Answer question 1 
WorkSafe implemented this recommendation. 
 
Employees are involved in and consulted during the business planning process. In addition to whole of WorkSafe strategies, each 
team organises a team planning day. Team projects are proposed on the basis of lost time injury and disease statistics, local 
knowledge and national strategies. 
 

7 Recommendation 7 
Undertake a strategic review of national and international compliance and OHS best 
practice experience to inform planning for WorkSafe’s role for the next 5-10 years. 

Yes 2016 

Answer question 1 
WorkSafe partly implemented this recommendation. 
 
As part of the Shelby review other jurisdictions were contacted and discussions took place about their compliance models. A review 
was also done of missions and visions of other jurisdictions. In 2016, as part of WorkSafe’s Investigative Capacity Review a strategic 
review of national compliance and OHS best practice experience was conducted, which resulted in a restructure of WorkSafe. 
 
A strategic review of international compliance and OHS best practice experience has not been conducted as it was identified that 
this was less relevant to WorkSafe due to varying legislative models in place internationally.  
 

8 Recommendation 8 
Directors and managers be appropriately upskilled in frontline management skills 
including coaching and mentoring. 

Yes 2013 

Answer question 1 
WorkSafe implemented this recommendation. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

In 2013, as part of the Managerial Leadership project, managerial leadership workshops were held with directors and managers. 
Following the workshop, up to three coaching sessions were provided to each director and manager. The following training 
materials are provided in the attachments: 

• Executive Management Committee workshop - 27 May 2013 - Attachment 8.1; 
• Manager’s one day workshop - 21 June 2013 - Attachment 8.2; 
• Manager’s half day workshop - 19 August 2013 - Attachment 8.3; and 
• Manager’s half day workshop - 22 October 2013 - Attachment 8.4. 
 

9 Recommendation 9 
The director’s and manager’s role in leadership be clearly described and 
committed to by the current management team to improve consistency between 
teams. (See also Recommendation 47). 

Yes 2013 

Answer question 1 
WorkSafe implemented this recommendation. 
 
In addition to the workshops referred to under recommendation 1, the Managerial Leadership statement paper was developed and 
implemented as part of the Managerial Leadership project. A copy of this paper is provided in Attachment 9.1. A number of other 
initiatives were taken at the time that impacted on managerial leadership and consistency in teams, including:  

• a review of job description forms in 2013; 
• the implementation of the Quality Investigation Policy in August 2013. A copy of this policy is provided in Attachment 9.2; 
• a review of the Inspector Resources; and 
• reviews of the Career Progression system have taken place in 2012 and 2013 resulting in significant changes. 

 
10 Recommendation 10 

The PDR program be rebranded as a key tool for improving employee 
engagement; this will be done through performance discussions, and 
commitment, and follow up to undertakings. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 



Department of Mines, Industry Regulation and Safety - WorkSafe Division | Confidential |  Page 10 

Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

WorkSafe did not rebrand the existing performance review and development system. The Department of Commerce performance 
review and development system had been implemented within WorkSafe and was used in operational areas.  
 
However, in 2012 changes were made to the performance review forms and separate forms were developed for different levels 
and each increment in level 5. It was the view that this performance system, including the Performance Review and Development 
system at level 5 (implemented in 2012) were excellent tools for employee engagement through performance discussions, 
commitment and follow up actions. An example of a performance review and development form for level 5.1 developed in 2012 is 
provided in Attachment 10.1.   
 

11 Recommendation 11 
Develop specific mechanisms to incorporate the processes required to support a 
contemporary problem solving approach in WorkSafe as listed in Figure 2 and 
as proposed in Recommendation 2. These are: problem nomination, problem 
definition, impact measurement, solution development, implementation, 
monitoring and review, and closure. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
Directors reviewed the problem solving protocol of Malcolm K. Sparrow, Professor at the Harvard University’s John F. Kennedy 
School of Government and attended a workshop held by Professor Sparrow in Perth. The problem solving model of Sparrow is 
referenced in the Shelby report.  Although ideas and parts of this model were used as part of managing projects, this specific 
model was not incorporated in all processes for solving problems. 
 

12 Recommendation 12 
A business intelligence function be developed to meet operational and strategic 
planning requirements and adequate FTEs be provided to resource this. 

No - 

Answer to question 2 
This recommendation was not implemented. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Due to budgetary constraints the business intelligence position was not created.  Initially a cost centre number was created for this 
position. However the new position was not funded following several rounds of efficiency drives of the government at the time. The 
cost centre number was removed in 2015-16. 
 

13 Recommendation 13 
The business intelligence role be clearly defined through an appropriate JDF 
and integrated into the operational workflow through a process and policy 
review. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
Due to budgetary constraints the business intelligence position was not created. 
 

14 Recommendation 14 
The suite of regular and targeted research and analysis be significantly 
broadened to include industry and injury profiling, and research on specific 
issues as well as national and international benchmarking. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
For planning and review purposes, research and analysis data was broadened. Local tailored analysis and aggregated information 
is provided to the inspectorate, senior management and stakeholders on a regular basis. Analysis of industry specific data is also 
provided to teams or areas as part of the business planning process. Specific information in relation to particular industries, priority 
areas or industry specific hazards is provided on request.   
 
In recent years, the planning process has become more focussed and aligned with the priority industries and areas in the 
Australian Work Health and Safety Strategy 2012-22.  
 
Output statistics from WISE are being prepared monthly for directors and team managers. National and international benchmarking 
is compiled by Safe Work Australia in relation to the Comparative Performance Monitoring report and the national strategy. 
 



Department of Mines, Industry Regulation and Safety - WorkSafe Division | Confidential |  Page 12 

Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

15 Recommendation 15 
Robust relationships be developed and maintained with key stakeholder 
agencies. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
WorkSafe’s stakeholder engagement framework (provided as Attachment 2.3 to the WorkSafe submission) was developed and 
implemented in 2013. The framework provides objectives, processes and methods WorkSafe uses to engage with stakeholders. 
 
Stakeholder engagement is integral to the role of WorkSafe. WorkSafe interacts with stakeholders in many different ways and for 
a variety of purposes. Stakeholder engagement can be formal, through tripartite bodies such as the Commission for Occupational 
Safety and Health and the various working groups of the Commission or ad hoc and informal through workplace visits and 
projects, awards, meetings, presentations and events, media statement and through the website.  Examples and data on 
stakeholder engagement are provided in the WorkSafe submission in sections 2.14 to 2.19. 
 

16 Recommendation 16 
Proactively examine areas of inconsistency and enhance standardisation and 
alignment of processes and practices across the three Inspector directorates. 

Yes August 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2012 and 2013 a number of initiatives were taken to increase consistency between directorates including: 

• the development and implementation of the Quality Investigation Policy in August 2013 (refer to Attachment 9.2); 
• the development and implementation of the Compliance Policy in August 2013 (refer to Attachment 16.1); and 
• the reinstitution of fortnightly operational directors meetings, which was recently changed to weekly director meetings. 

 
17 Recommendation 17 

Regular meetings of directors be reinstituted to provide a collaborative vehicle 
for identifying, rectifying and monitoring inconsistency in approach. 
 

Yes 2013 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Regular meetings of operations directors were reinstituted in 2012-13. These meetings were initially held every two weeks. 
Currently, the two WorkSafe operational directors and the Director Investigations meet weekly. 
 

18 Recommendation 18 
Where process improvement projects are instigated the project teams be 
comprised of members from a diverse range of work groups to ensure that a 
broad range of views are taken into account and changes are implemented 
consistently across the business. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
A number of process improvement projects were initiated comprising members of a diverse range of work groups.  
 
Examples of working groups instigated in in 2012 and 2013 include: 

• Inspector Retention project;  
• Integrity Committee;  
• Managerial Leadership reference group; and 
• Inspector Resources steering committee. 

 
19 Recommendation 19 

If a process improvement ethos is pursued by WorkSafe then this new focus and 
practice needs to be well communicated throughout the whole organisation to 
highlight its importance and impact on outcomes, how individual roles are 
impacted and what is required of them. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

As a result of the Shelby report a number of business processes were improved involving members across WorkSafe.  
 
Outcomes from working groups and committees and changes made as a result of the Shelby report were communicated through 
emails to all of WorkSafe, regular meetings and staff presentations. During the Executive Management Committee (Governance) 
meeting held on 18 November 2013, the following meeting schedule was agreed: 

• Executive Management Committee meetings  12 times a year 
• Operations Management Committee meetings 6 times a year 
• Managerial Leadership meeting   4 times a year 
• Directorate team meeting    12 times a year 
• All staff presentations     2 times a year 

 
The Executive Management Committee meetings included the WorkSafe Commissioner and Executive Directors. The Operational 
Management meeting included the WorkSafe Commissioner, operational directors and team managers. The Managerial 
Leadership meeting included the WorkSafe Commissioner, directors and managers from across WorkSafe. Directorate team 
meetings included the relevant operational team manager and inspectors. All staff presentations were chaired by the WorkSafe 
Commissioner.  
 
In addition to the meetings above, other meetings took place to facilitate the information flow, including regular director debriefs 
with the team managers and directorate meetings. 
 
Following the appointment of principal inspectors in 2012, a principal inspector’s group was formed. This group developed or 
reviewed investigation processes in close consultation with WorkSafe Legal Services. The WorkSafe Commissioner also tasked 
this group to develop a Case Management system. The Case Management system instruction manual was approved in October 
2013 (refer to Attachment 19.1).   
 
Due to the machinery of government changes and the new department structure from 22 January 2018, some meeting 
arrangements have changed however, there are still regular meetings at all levels within the Safety Regulation Group. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

The WorkSafe Commissioner and project coordinators sent a number emails to all of WorkSafe staff about development relating 
to the implementation of business processes and projects. Examples of emails to all of WorkSafe sent in 2012 and 2013 include:  

• Cannington – 18 December 2013; 
• Drivers responsibility – current valid driving licence – 10 September 2013; 
• Technology to Transform project update – 27 August 2013; 
• Inspector Attraction project completed – 24 May 2013; 
• WorkSafe presentation all staff – 24 June 2013; 
• Name change – the Misconduct prevention committee is now named the Integrity Committee – 21 December 2012 
• Decision about managing short – term acting appointments within WorkSafe – 26 October 2012; and 
• WorkSafe misconduct prevention strategy – 9 July 2012. 

 
For copies of the emails and attachments refer to Attachment 19.2. 
 

20 Recommendation 20 
Monitor rates of issuance of notices of individual inspectors to identify and 
examine rates that are particularly high or low. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Monitoring rates of issuance of notices of individual inspectors is done by team managers in formal and informal ways. As part of 
the performance review and development system, which is generally conducted twice a year, team managers monitor the number 
of investigations and the rate of issuance of notices. On an ongoing basis, team managers review progress towards the business 
plan and the performance of individual team members. Team managers also carry out quality investigation checks of 
investigations and discuss ongoing work and enforcement action with inspectors regularly. 
 

21 Recommendation 21 
The need to maintain consistency of outcomes for inspections be acknowledged 
as a necessary function of distributed systems of inspections and a 
comprehensive plan with appropriate mechanisms and resourcing be developed 
to achieve this. 

Yes 2013 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Answer to question 1 
WorkSafe implemented this recommendation. 
 
WorkSafe’s priority areas were developed with an aim to increasing consistency across the inspectorate. 
 
In 2013, the Quality Investigation Policy was developed in consultation with the Operational Management Committee with an aim 
to providing a transparent and consistent approach to WorkSafe’s compliance activities. The policy clarifies expectations for 
WorkSafe inspectors on how to conduct best practice investigations.  The policy was introduced following the Shelby review to 
ensure the quality of WorkSafe investigations and to increase consistency in the way investigations are conducted across the 
inspectorate. 
 
Specific expectations are set for best practice reactive investigations into complaints or injury or disease notifications and for 
proactive investigations conducted as part of proactive projects.  The policy further clarifies expectations in taking enforcement 
action in accordance with WorkSafe’s Compliance Policy and what details need to be included and saved in WorkSafe’s 
Information Systems Environment (WISE) and in the department’s document management system. 
 
A number of investigations in WISE are flagged for a quality check by that inspector’s team manager. Managers also carry out 
quality checks at random. As part of the quality check, managers examine if the investigation complies with expectations set in the 
Quality Investigation Policy (refer to Attachment 9.2). A checklist based on the Quality Investigation Policy is developed and 
available to be used and assist.  A copy of the checklist is provided in Attachment 21.1. Following the quality check, team 
managers provide feedback to inspectors. 
 

22 Recommendation 22 
The Training and Audit officers research how other organisations seek to attain 
consistency and develop a plan for the inspectorate function. A stakeholder 
workshop could be a useful mechanism for adapting other systems. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

The department is a member of the National Workplace Inspector Training Development Reference Group (NWITDRG). This 
reference group is tasked by the Heads of Workplace Safety Authorities to develop, share and benchmark resources to build 
inspector capability nationally. The reference group has regular teleconferences and shares training resources and information on 
govdex, which is a government sharing platform.  
 
In February 2016, the Inspector Development and Training Manager and a team manager attended a two-day workshop held by 
the reference group in Melbourne. Information, resources and knowledge were shared between jurisdictions to increase 
consistency throughout jurisdictions in Australia and New Zealand. The reference group is currently working on a national learning 
and developing framework.  
 

23 Recommendation 23 
Implement focussed coordination roles by directors in addition to their directorate 
management roles, for functions such as projects, investigations, planning, 
Inspectorate standards and regions. The remit should be decided by EMC. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2012-2013, the Executive Management Committee commenced a number of projects that were managed by directors.   
Examples of these projects include:  

• Managerial Leadership project; 
• WorkSafe Culture project; 
• Technology to Transform project;  
• Stakeholder Engagement;  
• Inspector Attraction project. 

 
Around the same time, the Case Management system was developed and implemented in 2013, with clear roles for various 
functions, including directors, principal inspectors and team managers.   
 
A copy of the Case Management system manual is provided in Attachment 19.1.  
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

The Executive Management Committee agreed on a new meeting structure and schedule which is explained under question 19. The 
Managerial Leadership meeting was a new meeting where directors and managers from across WorkSafe met. Another initiative was 
to include a standing item ‘Managerial leadership – sharing information’ agenda of the Operational Management Committee.  
 
The Team Manager Regional and Primary Industries attends the management meetings in Perth.  
 

24 Recommendation 24 
The collaborative mechanisms (meetings and committees, working groups) 
utilised by WorkSafe be reviewed to ensure they are effective, focussed, 
understood, participated in and regular. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2013, a review of meetings, committees and working groups by the Executive Management Committee resulted in a new 
schedule for meetings at various levels across WorkSafe. Further detail is provided under question 19.  In addition, a number of 
working groups and reference groups were formed.  These groups were made up of persons from various areas within WorkSafe. 
Examples are provided in the answer to question 18. 
 

25 Recommendation 25 
Greater use of working groups involving members from across WorkSafe be 
utilised on special projects. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
A number of working groups, involving members from across WorkSafe were instigated in 2012 and 2013. Examples of working 
groups instigated in in 2012 and 2013 include: 

• Inspector Retention project workgroup;  
• Integrity Committee; 
• Managerial Leadership reference group; and 
• Inspector Resources steering committee. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

26 Recommendation 26 
Formal, regular high level management meetings involving each Director be 
instigated and committed to on an ongoing basis. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2012-13, fortnightly operational director meetings began, aiming to increase consistency throughout the operational areas. 
Since the introduction of the new structure across the department, weekly directors meetings are held. These meetings include the 
A/Director Service Industries and Specialist, the Directors Industrial and Regional and the Director Investigations. 
 
Fortnightly meetings between the WorkSafe Commissioner and each director also continued. 
 

27 Recommendation 27 
Formal team meetings be implemented within directorates to discuss operational 
challenges, how roles can contribute to addressing these problems as well as 
the broader issues facing WorkSafe in the future and how these are being 
addressed within the organisation. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Formal team meetings were implemented across all operational teams in 2013, following the meeting schedule introduced by the 
Executive Management Committee. 
 

28 Recommendation 28 
Formal cross consultative mechanisms be established between directorates 
where staff work together and collaborate on projects. This should include 
protocols for metropolitan inspectors working in regional areas. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

A formal cross consultative mechanism between directorates commenced in 2012-13 with a proposal to integrate the skills of 
ergonomic scientific officers/inspectors into industry team operational work. It was agreed to designate an ergonomics scientific 
officer to each team to improve integration, industry familiarisation and knowledge sharing.  
 
Ergonomic scientific officers attend team meetings and assist with ergonomic questions or issues relating to reactive work or 
proactive work. Ergonomic scientific officers also prepare industry specific guidance material, including templates. As part of the 
ergonomic initiative, all inspectors received training in manual tasks and inspectors are encouraged to conduct joint investigations 
with ergonomics scientific officers. The initial memorandum proposing this mechanism, the presentation to all inspectors and 
yearly progress reports are included in Attachment 28.1. 
 

29 Recommendation 29 
The outcomes of formal management meetings be discussed with staff and/or a 
high level summary be distributed to staff to ensure that the messages and 
outcomes are consistently relayed across directorates. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Debrief meetings between the operational director and team managers were introduced across all areas. Debrief notes are 
circulated within the teams and/or discussed at regular team meetings to ensure the outcomes of high level meetings are 
consistently relayed across directorates. 
 

30 Recommendation 30 
The use and function of the intranet be reviewed to ensure it is kept updated, 
championed and utilised as a key point of reference for all WorkSafe 
information. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
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The intranet is used as a source for the entire department and includes a wide range of information, including: contact details; 
news flashes; finance systems like access to finance systems, services, delegations and forms; human resources systems like 
payroll management, employment, occupational safety and health and wellbeing, workforce planning and development, human 
resource consultancy and a manager’s toolkit; forms and policies; tools and services; divisional information and the Transition 
Project. The Transition Project intranet page provides information about the establishment of the new department and the 
restructure implemented in January 2018. 
 
Specific information relating to WorkSafe include the divisional business plans, documents developed by the Integrity Committee 
such as WorkSafe’s Code of Behaviour, misconduct reporting flowchart, misconduct reporting form with instructions and 
misconduct frequently asked questions.  
 
In addition, specific safe work procedures such as WorkSafe’s managing staff exposure to significant hazards and safety alerts 
are provided on the intranet. 
 
Further changes to the intranet will be made as the intranet of the former Department of Mines and Petroleum and the Department 
of Commerce are being integrated. At this stage, one platform has been built providing corporate information and news applicable 
to the whole department with access to the intranet sites of the former departments. 
 
Operational procedures and guidelines are not included on the intranet. These are available from Inspector Resources in the 
document management system Objective.  
 

31 Recommendation 31 
Performance management processes should reflect both the value and 
importance of roles as to where they fit in the organisation, and contribute to the 
larger organisational context and picture.  

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
 
Performance management forms were updated at the time to reflect the different levels. Half-yearly performance management 
meetings are held in all operational areas.  
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The performance review and development system is linked to WorkSafe’s business plan which is in turn linked to the national 
priorities in the SafeWork Australia National Strategy. By linking the different documents, it is more evident inspectors are making 
a contribution to the bigger picture.  
 
The current performance review and development system is user friendly and delivered by utilising Word templates. As per 1 July 
2018, a new performance review and development system will be implemented. This electronic systems forms part of the Human 
Resources (HR) system known as Eski and will be directly linked to the deliverables in the Group’s Business Plan. 
 

32 Recommendation 32 
Additional informal and formal communication mechanisms which are pragmatic 
for WorkSafe be identified and utilised to improve information flow upwards and 
downwards throughout the organisation. 

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
 
On 18 November 2013, the Executive Management Committee (Governance) agreed to implement a meeting schedule to facilitate 
information sharing upwards and downward throughout the organisation. The following schedule was agreed and implemented: 

• Executive Management Committee meetings  12 times a year 
• Operations Management Committee meetings 6 times a year 
• Managerial Leadership meeting   4 times a year 
• Directorate team meeting    12 times a year 
• All staff presentations     2 times a year 

 
The Executive Management Committee meetings included the WorkSafe Commissioner and Executive Directors. The Operational 
Management meeting included the WorkSafe Commissioner, operational directors and team managers. The Managerial 
Leadership meeting included the WorkSafe Commissioner, directors and managers from across WorkSafe. Directorate team 
meetings included the relevant operational team manager and inspectors. All staff presentations were chaired by the WorkSafe 
Commissioner. In addition to the meetings above, other meetings took place to facilitate the information flow, including regular 
director debriefs with the team managers and directorate meetings. Additional communication mechanisms introduced included 
emails from the WorkSafe Commissioner to all of WorkSafe. 
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33 Recommendation 33 
Communication be identified as an important tool for improving productivity and 
effectiveness throughout the organisation and be factored into any 
organisational change or project implementation initiatives. 

Yes Ongoing 

Answer to question 1 
The recommendation was implemented.  
 
Communication mechanisms described under question 32 were seen as critical to the successful implementation of changes 
introduced following the Shelby report. Staff consultation took place in various ways. Examples include the participation of staff in 
various working groups and opportunities to provide feedback, for instance through surveys. Progress on projects and working 
groups was communicated through meetings at different levels. 
 
As part of changes to the WorkSafe structure implemented in August 2017, a copy of WorkSafe’s Investigative Capacity Review 
and the Determination document were provided to staff. Staff members were given an opportunity to provide feedback. During this 
change process, communication methods used included emails, discussions during regular meetings and staff presentations. 
 
As part of restructure of the department implemented in January 2018, a Transition Taskforce was formed. Change principles were 
set at the start of the project. Various communication methods were used during the phases of the transition project. Working groups 
were formed and a special intranet webpage for the transition project was established. This webpage provides access to various 
transition documents, regular Director General communications with updates, PowerPoint presentations and frequently asked 
questions. Staff members were consulted about the proposed structure and changes were discussed during staff meetings. 
 

34 Recommendation 34 
Implement processes to deliberately combat corruption, such as periodically 
rotating inspectors to different client lists or different teams. 

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
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In 2013, a number of systems were implemented to identify, control and combat corruption, including: 
• the establishment of the Integrity Committee, including officers from across WorkSafe; 
• the implementation of WorkSafe’s Code of Behaviour – this Code was distributed to all staff in a laminated format and 

displayed throughout the WorkSafe office (refer to Attachment 34.1); 
• the development of a misconduct flowchart, a misconduct reporting from with instructions and frequently asked questions 

(refer to Attachment 34.2); and 
• the implementation of the Quality Assurance system, where workplaces are contacted and asked about the inspector’s 

visit, including times and dates the inspector attended the workplace. 
 
A system for inspectors rotating across teams on a voluntary basis was already in place, however following the restructure 
implemented in 2017, a working group was formed to review and revise this system. Over the last years, inspectors have also 
been moved across teams for operational reasons. As a result of the restructure, new teams were formed to work across different 
industries (ANZSICs). Most inspectors are now working in different industries under different managers. 
 
A conflict of interest reporting system was recently implemented across the department and all employees are currently being 
trained in the new systems. 
 

35 Recommendation 35 
Review periodically inspection outcomes for inspectors as proposed in 
Recommendation 20, including analysis directed at identifying potential issues 
with respect to corruption. 

Yes 2015 

In the interests of further building a culture of accountability and integrity at WorkSafe and receiving feedback as to how services 
can be improved, an inspection Quality Assurance Program was initiated in the second half of 2015.  
 
The program was built to solicit external stakeholder feedback from employers or their relevant representative who have recently 
received a visit from a WorkSafe inspector. 
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The intention of the Quality Assurance Program is to: 
• collect evidence that inspections are conducted in accordance with the Code of Conduct; 
• continue to build a culture of accountability and integrity at WorkSafe; 
• seek and collate feedback from external stakeholders about their experience in dealing with inspectors and whether their 

experience is consistent with the WorkSafe Code of Behaviour; 
• verify that official records of investigations, improvement notices and inspection durations are accurate; 
• give WorkSafe the mechanism to identify discrepancies between inspector records and the customer experience; and 
• collect stakeholder feedback as to how we can improve our performance. 

 
As part of the program, the employer or their relevant representative is contacted by phone by a manager within the Business 
Services Directorate, which is separate from the operational areas.   
 
This manager asks a series of questions to determine the quality of the service and the experience of the stakeholder.  The 
responses to the questions are recorded in a spreadsheet.  The customer’s feedback is recorded, including verbatim responses.  
A quarterly report is provided to the operational directors. 
 
When an employer or relevant representative is contacted, the following questions are included in the quality assurance survey: 

• did [name inspector] introduce him/herself to you in a clear and appropriate manner; 
• how long was [name inspector] at your workplace; 
• did he/she issue you with any notices or verbal instructions; and 
• did you find the inspection helpful. 

 
Inspector activity to be audited is selected by the manager conducting the audits, using random sequencing software. Further 
information about this system is included in WorkSafe’s submission.  
 
Another mechanism introduced in 2013 to review outcomes and potential issues was the introduction of the quality investigation 
checks by the team manager based on the Quality Investigation Policy. 
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36 Recommendation 36 
Further enhance the depth and breadth of relevant and current workplace 
information and educative material. 

Yes Ongoing 

Answer to question 1 
The recommendation was implemented.  
 
Enhancing the depth and breadth of relevant and current workplace information and educative materials is ongoing. Most 
workplace information and educative materials are now developed by the inspectorate.  
 
In 2013, as part of the whole of WorkSafe project in labour hire educative material for this industry and host employers was 
developed. Since 2012-13 a large number of industry checklists have been developed for many different industries as part of 
campaigns or industry projects. These industry checklists are available on the WorkSafe website: 
• http://www.commerce.wa.gov.au/worksafe/checklists-and-subby-pack. 
 
In addition, various other educational materials have been developed in the last six years, for instance in relation to manual tasks 
(manual tasks toolkit, solutions, industry checklists) and psychologically safe and healthy workplaces, including bullying. This 
information is also available on the WorkSafe website: 
• http://www.commerce.wa.gov.au/worksafe/manual-tasks-toolkits-and-information-resources; 
• http://www.commerce.wa.gov.au/worksafe/toolkits-and-information-resources-bullying. 
 

37 Recommendation 37 
Consider expanding the ICT functionality and capability to allow Inspectors to 
access a broader range of electronic information while in the field conducting 
inspections. 

Yes 2014 

Answer to question 1 
The recommendation was implemented.  
 
Following the Shelby report, a Technology to Transform project commenced in July 2012. As a result of this project, several of 
initiatives were implemented.  
 

http://www.commerce.wa.gov.au/worksafe/checklists-and-subby-pack
http://www.commerce.wa.gov.au/worksafe/manual-tasks-toolkits-and-information-resources
http://www.commerce.wa.gov.au/worksafe/toolkits-and-information-resources-bullying
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In 2013, the WiFi capability of laptops was turned on and a WiFi network was established at WorkSafe’s head office. Subsequently, 
WiFi networks were established at the regional offices. As a result of turning on the WiFi capability of laptops, inspectors were able to 
access the WorkSafe network on their laptops in places where they could access free WiFi. In addition, in 2013 a trial took place of 
tablets and smart phones. Smart phones were trialled as a hotspot (WiFi access point) to gain access to WorkSafe’s live computer 
systems. In 2014, iPhones 5 were purchased for each inspector. From that time, inspectors are able to use their iPhone as a hotspot 
and connect their laptop to the WorkSafe network through a secure connection while in the field. 
 
Laptops have been replaced in 2015 and iPhones have been upgraded to iPhones 7 plus in 2017. 
 

38 Recommendation 38 
Consider utilising a range of social media to enhance the dissemination of 
relevant information to employers. 

Yes 2012 

Answer to question 1 
The recommendation was implemented. 
 
Social media was considered and a Twitter account was created. After a trial of three months in 2012, this form of social media 
was continued and is used to enhance the dissemination of relevant information to employers.  
 

39 Recommendation 39 
Review the availability of information in hard copy to Inspectors to ensure supply 
meets demand. 

No - 

Answer to question 2 
The recommendation was not implemented.  
 
Due to budget constraints and changes to the way workplaces access information nowadays through smartphones and mobile 
friendly websites and e-newsletters, it was decided to move away from hard copy publications.  
 

40 Recommendation 40 
Review the current and potential IT and telephone functionality and identify 
changes required to better support the role of the Inspectors. 

Yes 2014 



Department of Mines, Industry Regulation and Safety - WorkSafe Division | Confidential |  Page 28 

Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Answer to question 1 
The recommendation was implemented.  
 
Following the Shelby report, as part of the Technology to Transform project the IT and mobile telephone functionality was 
reviewed and various options were trialled. As a result, in 2014, iPhones were introduced and inspectors were able to access the 
WorkSafe network in the field. WISE generated emails alerting inspectors about reactive work allocations were also introduced. 
These emails include all relevant details in a request to attend or injury notification. For further detail refer to the answer of 
question 37. 
 

41 Recommendation 41 
Current use and possibilities for the (WISE) system in its current form to be 
investigated to identify those practices that can enhance effectiveness and 
maximise the benefit from the existing system. 

Yes Ongoing 

Answer to question 1 
The recommendation was implemented.  
 
Since 2012, a large number of enhancements have been made to WISE. Some of these enhancements include: 

• development of the WISE Handbook – available in WISE online (PROD) and offline (REPL); 
• availability of sample notices – available in WISE PROD and WISE REPL; 
• ability to link WISE to document management system (DMS) and save documents in WISE (local documents and DMS 

documents; 
• ability to relate investigations; 
• implementation of a quality investigation tab for manager in all verification investigations to be able to record the quality 

check – investigation cannot be completed until the manager has completed the tab; 
• availability of template letters and forms in WISE PROD and WISE REPL; 
• availability of external name search in WISE PROD (Business register name search in WISE); 
• availability of external address search in WISE PROD (registered postal address search); 
• ability to enter online notification of injuries – linked to WISE; 
• ability to enter online notification of requests to attend – linked to WISE; 
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• changes to the lay-out of notices with separate tabs for reasons and directions;  
• email notification of requests to attend and injuries when a job is allocated or updated to the relevant inspector;  
• access to a business register (a list of registered workplaces per industry and location); and 
• ability to record proactive projects under a specific project type for team projects. 

 
42 Recommendation 42 

Desired enhancements be identified and cost-benefit cases for developing these 
be investigated. 

Yes Ongoing 

Answer to question 1 
The recommendation was implemented.  
 
Desired enhancements to WISE were identified at the time. In the last six years, a large number of enhancements have been 
implemented in WISE with an aim to enhance the capabilities of the current system. Examples of WISE enhancements 
implemented in the last six years are listed under question 41. 
 
Currently, the department is analysing the suitability, requirements and cost of implementing the Safety Regulation System used in 
other areas of the Department of Mines, Industry Regulation and Safety for a potential replacement of WISE.  
 

43 Recommendation 43 
Review the organisation’s promotional strategies and their alignment with the 
organisation’s strategic goals and objectives. 

Yes Ongoing 

Answer to question 1 
The recommendation was implemented.  
 
As part of the yearly business planning process, WorkSafe undertakes a review of promotional strategies and their alignment with 
the organisation’s strategic goals and objects every year. This is part of the department’s ongoing business planning process.  
 
It should be acknowledged that as a result of the reduced funding, promotional activities were reduced or closed down. For 
instances, as result of budget constraints, the ThinkSafe Small Business Assistance Program closed down in 2014. 
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44 Recommendation 44 
In particular, review the merit of attendance at agricultural shows as a 
promotional mechanism. 

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
 
The merit of attendance at agricultural shows was reviewed in 2012. A measurable value of attending agricultural shows on an 
ongoing basis could not be determined.  
 
As most agricultural shows are held in regional towns or centres in the weekends, cost was high due to overtime, travel cost, 
accommodation cost in times of a high demand for accommodation in the town and equipment hire, such as a tent and displays.  
 
After the decision was made to no longer attend agricultural shows or field days, WorkSafe gave the power take-off (PTO) 
guarding display to FarmSafe for them to use it during agricultural shows and field days. 
 

45 Recommendation 45 
Regional staff be formally consulted and advised by senior level management on 
WorkSafe policy with regard to attendance at agricultural shows and the 
reasoning behind the decision. 

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
 
At the time, regional staff was consulted. The Manager Promotions, the Director Construction and Primary Industries and the 
WorkSafe Commissioner were involved in the consultation process. Following consultation, regional staff members were advised 
of the decision to no longer attend agricultural shows.  
 

46 Recommendation 46 
In line with section 6.5, incorporate mechanisms for evaluating the efficacy and 
cost effectiveness of the promotional activities. 
 

Yes Ongoing 
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Answer to question 1 
The recommendation was implemented.  
 
Promotional activities, such as the Safe Work October are subject to evaluations. Feedback from participants is obtained after 
each session. A template feedback form is provided in Attachment 46.1. Feedback from participants is used to determine future 
programs. Fees for attending Safe Work October sessions are determined yearly and were between $25 and $35 in 2017. Fees 
generally cover cost for paid speakers, catering and venue hire. 
 

47 Recommendation 47 
Strong and consistent operational and strategic leadership be developed via 
ongoing modelling, coaching, mentoring and personal development. 

Yes 2013 

Answer to question 1 
The recommendation was implemented.  
 
To develop a strong and consistent operational and strategic leadership via ongoing modelling, coaching, mentoring and personal 
development, a number of initiatives were taken including: 

• the development of WorkSafe’s Code of Behaviour in 2012; 
• the Managerial Leadership project in 2013, including workshops for members of the Executive Management Committee 

and for all managers and the development and implementation of the Managerial Leadership statement paper. Follow up 
coaching was provided to managers. Further information in relation to this project is provided under questions 8 and 9; 

• the Culture project in 2013, which resulted initially in an EMC discussion paper about WorkSafe’s culture, which led to a 
number of initiatives, including the development of the WorkSafe Culture statement paper, a WorkSafe Culture survey and 
presentations and discussion during staff meeting about the results and follow up actions (refer to Attachment 47.1); 

• the implementation of a new structure and schedule for management and staff meetings and debriefs at various levels in 
2013 as discussed under question 19;  

• the new Career Progression system level 4-5, level 5-6, specified calling level 1-2 and specified calling level 2-3 and the 
Performance Review and Development system at level 5 in 2012 and 2013; 

• the provision of external management training for a number of officers in recent years; 
• the provision of the internal Management Excellence Development Program to nominated staff from 2018; and 
• the implementation of the department’s mentoring program in 2018. 
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48 Recommendation 48 
As proposed in Recommendation 24, formal collaborative structures be 
implemented around the leadership group. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Formal collaborative structures were implemented around the leadership group in 2013, including a new structure and schedule 
for management and staff meetings as discussed at question 19.  
 
In addition, a number of working groups and reference groups including members from across WorkSafe were formed. Examples 
are provided in the answer to question 18. 
 

49 Recommendation 49 
Cultural change be seen as an ongoing planned project to address leadership 
approaches. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
WorkSafe did not see cultural change as an ongoing planned project. Cultural change was a planned project in 2013 in addition to 
other projects and initiatives. The combination of these projects and initiatives led to many changes relating to managerial 
leadership, behaviour and expectations. 
 
Changes were initiated in 2013 and further implemented in the following years resulting in ongoing cultural change. It was thought 
that changing the culture was part of a bigger picture. An ongoing planned culture project would not be the only way to achieve 
ongoing cultural change. 
 

50 Recommendation 50 
A unified understanding of business direction and how roles contribute to 
organisational objectives be developed. 
 

Yes 2013 
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Answer to question 1 
WorkSafe implemented this recommendation. 
 
To unified understanding of business direction and how roles contribute to organisational objectives was achieved through a 
number of initiatives including: 

• the Managerial Leadership project; 
• the newly formed managerial management meeting where all WorkSafe managers had an opportunity to meet and discuss 

whole of WorkSafe development; 
• all WorkSafe meeting with updates on business direction. 

 
As part of the changes to the WorkSafe, staff consultation has taken place and officers were provided with copies of relevant 
documents including the Capacity Review document, the Proposal for Change and Determination documents. To gain a better 
understanding of business directions and how roles contribute to the organisational objectives, proposals were discussed during 
meetings at different levels. 
 

51 Recommendation 51 
Opportunities for learning, career development and training (beyond criteria 
progression) be managed proactively and supported. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
It was recognised that career development and training needed to be managed and supported proactively. In May 2013, a training 
needs analysis was carried out to identify training needs across the inspectorate. In addition to the 6-week induction program, the 
Certificate IV of Government (Investigations) and the Diploma of Government (Workplace Inspection) inspectors are offered 
various training opportunities through the Skills Development Program. A copy of the current Induction Program and the Skills 
Development Program is provided in Attachment 51.1. 
 
Inspectors who do not hold a Diploma of Workplace Health and Safety (WHS) are encouraged to obtain this Diploma. This qualification 
is actively supported and recognised as high value for inspectors. Financial support and study leave are available for this Diploma.  
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Since last year, the Diploma of Government (Investigations) is offered to the investigators in the Investigations Directorate. 
 
Short and long term learning and development needs are part of the Learning and Development Action Plan. This plan forms part 
of the performance review and development system. Assistance, support, coaching and training are discussed and agreed to 
assist the employee to gain skills and experience, to assist the employee to achieve their goals.  
 
To assist inspectors to achieve their development and career goals, the department offers study assistance and study leave for 
studies relevant to the department in accordance with the study assistance policy and guidelines. Examples of study assistance 
provided include post graduate studies in a relevant field and the Public Sector Management Program, which is a Graduate 
Certificate in Business (Public Sector Management). 
 
Since the Shelby report, the Career Progression system has significantly changed and now provides proactive career 
development opportunities to senior inspector positions. Further information about the changes to the Career Progression system 
is provided under question 59.  
 

52 Recommendation 52 
A supportive and consistent leadership and culture that support employee 
retention be adopted throughout the organisation. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Various projects and initiatives, including the Managerial Leadership project, the Culture project, the Quality Investigation Policy 
and the revised Career Progression system provided systems to foster a supportive and consistent leadership culture. 
 
Before 2012, WorkSafe had a significant issue of inspector staff turnover. There were a number of reasons inspectors left 
WorkSafe at the time. One of the factors resulting in a high turnover was the demand for occupational safety and health 
professionals in the private sector due to the mining boom, while salaries of WorkSafe inspectors were disproportionate to salaries 
offered in the private sector at that time. 
 
In the last years, turnover has been relatively low. The most common reason for inspectors leaving the department now is retirement. 
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53 Recommendation 53 
Performance feedback provided by managers be regular, and both formal and 
informal. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Formal feedback through the performance review and development system is provided at least twice a year.  
 
Ongoing feedback is provided through reviewing collated tasks and the manager providing feedback, as part of the Career 
Progression system from level 4 to level 5 and the Performance Review and Development system at level 5. This is a proactive 
system where feedback and coaching is provided to inspectors.  This results in the team manager and inspector actively 
identifying development opportunities, providing the ability to collate tasks for the next level or increment. 
 
Informal constructive feedback is provided by managers on an ongoing basis, for instance following a quality check of an 
investigation. 
 

54 Recommendation 54 
Low cost employee recognition mechanisms be utilised consistently throughout 
all Directorates. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Positive feedback is provided ad hoc, for instance where jobs have been done well or positive feedback is provided by employers 
or other stakeholders. This feedback is shared with senior management and others where appropriate. 
 

55 Recommendation 55 
The ability for employees to access and be involved in different and challenging 
work/projects be championed and proactively managed by directors and team 
managers. 
 

Yes Ongoing 
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Answer to question 1 
WorkSafe implemented this recommendation. 
 
In September 2012, the renewed Career Progression system from level 4 to level 5 and the Performance Review and 
Development system at level 5 were approved and implemented. These systems provide opportunities for inspectors to be 
involved in different and increasing challenging work throughout their career. In November 2013, the Career Progression system 
from level 5 to level 6 and specified calling was implemented, which provides further career opportunities for inspectors to 
progress to a senior inspector level. The approval by the Director General to implement these systems in 2012 and 2013 is 
provided in Attachment 55.1. 
 
Career progression is unique to WorkSafe.  In the public sector, there are only very few agencies that have implemented a career 
progression system. In most other agencies, progression to the next level is only available through merit selection and is restricted 
to vacant positions only. 
 
Team managers play an important role in the career progression of inspectors and providing career opportunities, including 
different and challenging work and projects. Team Manager Information Handbooks have been developed, which clearly set out the 
role of management in the progression of inspectors to the next level or through the increments at level 5.  A copy of the Team Manager 
Information Handbook Career Progression and the Team Manager Information Handbook Performance Review and Development at 
level 5 are provided in Attachment 55.2. Team managers and staff have also received training in these systems.  
 
Development opportunities in vacant level 6 positions through a merit selection process are provided to inspectors who aspire to 
become senior inspectors. 
 
Depending on the workload in the Investigations Directorate, full-time or part-time secondment opportunities are also provided to 
inspectors who are working in the inspection teams. 
 
Yearly, an opportunity to change teams or directorates is also provided. Inspectors can apply to change teams to become involved 
in different and challenging work or projects. This system was recently reviewed following the structural changes to the 
department. Inspectors are currently able to apply to move teams or directorates. Further detail is provided under question 78. 
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During the yearly business planning process, inspectors are also encouraged to come forward with ideas for team projects.  Team 
projects are coordinated by inspectors and support is provided by the team manager or senior inspector in the team. Support is 
also provided by the team manager in relation to the development of internal and external publications.  
 

56 Recommendation 56 
Inappropriate workplace behaviours be identified and addressed and appropriate 
workplace behaviours modelled and rewarded. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Following the Shelby report, a number of initiatives were implemented, including: 

• the development and implementation of WorkSafe’s Code of Behaviour; 
• the Managerial Leadership project, leading to a Managerial Leadership paper, workshops and coaching; 
• the Culture project, leading to the development and implementation of the Culture paper;  
• the Quality Assurance system, where workplaces are contacted to obtain feedback about the inspection; and 
• the Integrity Committee, which resulted in the implementation of a ranges of initiatives including reporting systems for 

reporting misconduct. 
 
Inappropriate workplace behaviours are addressed through the department’s grievance policy and guidelines and the 
department’s disciplinary system. Trained contact officers are appointed to act as a first point of contact for other employees. 
Where relevant, inappropriate behaviour is investigated. Resolution may include, but is not limited to mediation, coaching, training, 
review of processes or commencement of a disciplinary process in accordance with the relevant policy and procedures. 
 

57 Recommendation 57 
Address cultural issues as previously recommended. (See Recommendation 47 
to Recommendation 50.) 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Refer to the examples of initiatives taken to address cultural issues and the attachments provided under recommendations 
47 and 50. 
 

58 Recommendation 58 
Develop and implement clear, targeted recruitment policies and practice. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
The Inspector Attraction – implementation project was coordinated by one of the directors and commenced in July 2012 to 
implement the recommendations. This project was completed in May 2013. The close-out report was approved by the Executive 
Management Committee on 10 June 2013.  
 
The project resulted in a range of outputs and systems including: 
• the revision of job description forms for all inspector positions; 
• the revised appearance and wording of job advertisements for inspector positions; 
• a video titled Are you our next WorkSafe Inspector?; 
• a brochure titled What it takes to be a WorkSafe inspector; 
• a selection panel toolkit which included the following WorkSafe resources: 

- a recruitment and selection ready reckoner; 
- a guide for selection panels on the variety of assessment methods; 
- a guide to the composition and accountabilities of selection panels; 
- a checklist and timetable for selection panels; 
- a list of alternative locations for advertisements; 
- a toolkit with suggested interview questions for new inspector positions; and 

• the development and delivery of a one-hour information session for those with recruitment and selection accountabilities. 
 
The video titled Are you our next WorkSafe Inspector and the brochure titled What it takes to be a WorkSafe inspector are 
available on the WorkSafe website: http://www.commerce.wa.gov.au/worksafe/are-you-our-next-worksafe-inspector. 
 
 
 

http://www.commerce.wa.gov.au/worksafe/are-you-our-next-worksafe-inspector
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A copy of the June 2013 EMC Status report of the Inspector Attraction project, the close-out report and a PowerPoint presentation 
presented to relevant staff on 3 May, 6 May and 24 June 2013 are included in Attachment 58.1. 
 

59 Recommendation 59 
Address disincentives such as the way in which Criteria Progression processes 
operate. 

Yes 2012 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
The Career Progression system from level 4 to level 5 required inspectors to complete 20 tasks.  
 
These tasks were linked to the Diploma of Government (Workplace Inspection). Tasks included the production of at least two 
investigation reports into serious or fatal incidents recommending prosecution action and conducting records of interview 
independently. 
 
Most inspectors at level 4 had difficulty conducting complex investigation work and taking evidence for prosecutions. This type of 
work was predominantly conducted by senior inspectors.  
 
At the time, coaching was ad hoc and there was no case management system in place. As there were issues surrounding the 
quality of investigation work conducted by level 4 inspectors, most inspectors were not able to progress to level 5 or it took many 
years to progress to this level. It was acknowledged that the previous requirements were onerous and led to frustration for level 4 
inspectors and substandard investigation work.  
 
Another factor was that the salary of level 4 inspectors was disproportionate to salaries offered in private industry and salaries 
offered to inspectors administrating OSH legislation in the then Department of Mines and Petroleum. 
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To address the issues, the following actions were taken: 
• job description forms (JDFs) for level 4 and level 5 were revised. The difference between the level 4, 5 and 6 positions was 

clarified when the JDFs were reviewed and revised. Level 4 positions became inspector entry positions, where investigation 
experience was not a job related requirement. For level 5 positions investigation experience was required and for level 6 
senior inspectors complex investigative work experience and prosecutions or high level inspection work was required; 

• when the JDFs were changed, the level 5 position was advertised through merit selection. A number of level 4 inspectors with 
years of experience in conducting reactive investigations were then able to progress through to level 5 through merit selection; 

• significant changes were made to the Career Progression system in 2013. Newly appointed inspectors at level 4, without 
experience in conducting investigations, were able to progress through to level 5 through the Career Progression system from 
level 4 to level 5, after meeting certain conditions including: 

o inspector has been at level 4 for at least 12 months; 
o four required tasks have been completed demonstrating the inspector is able to conduct investigations; 
o satisfactory performance at level 4; and 
o Certificate IV in OHS or a Diploma in OSH or higher OHS qualification or equivalent relevant experience; 

the system was linked to job related requirements in the level 5 JDF.  
• the Performance Review and Development system level 5 was developed for inspectors recruited at level 5 or inspectors who 

had progressed through from level 4 to level 5. The system is a pathway to advance through the increments in level 5 or 
demonstrate satisfactory performance.  The system is based on competencies required at level 5. Conditions for the 
progression through the increments within level 5 are linked to competencies required at level 5; 

• in addition, changes were made to the tasks relating to preparing prosecution reports and conducting records of interview 
independently. 

 
The Career Progression system from level 4 to level 5 and the Performance Review and Development system at level 5 are based 
on common tasks inspectors carry out as part of their work. Within the Performance Review and Development system at level 5, 
evidence for tasks is collated over a period of three years in which the complexity of the tasks increases every year.  
 
The tasks are mapped against units of competency in the Diploma of Government (Workplace Inspection). This Diploma is 
nationally recognised and is specifically designed for workplace health and safety inspectors. This Diploma is recognised and 
implemented in most jurisdictions administrating workplace health and safety legislation in Australia. 
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When inspectors have completed all tasks, the Portfolio of Evidence is assessed by an independent registered training 
organisation (RTO). When successful, the inspector obtains the Diploma of Government (Workplace Inspection). In the past, 
WorkSafe did not have an arrangement with a RTO and inspectors did not receive a Diploma after completing the tasks. The 
recognition of obtaining the Diploma is much appreciated by inspectors. 
 
As a result of changes made to the units of competency in the Diploma of Government (Workplace Inspection), the Career 
Progression systems and tasks were further reviewed and revised in 2017.  
 
Career Progression from level 5 to level 6 and specified calling was introduced in 2013. Key differences with the lower level 
Career Progression systems are that this system: 

• focuses on capabilities and outcomes and not on competencies or tasks; 
• is based on addressing four criteria at different levels; 
• the assessment panel includes a member external to WorkSafe; and 
• requires the need to demonstrate capability and impact. 

 
This system was developed by a Career Progression Taskforce comprising of the WorkSafe Commissioner, three operational 
directors, the manager inspector training and development and two team managers. An external consultant assisted with the 
development of the program. When the system was introduced in 2013, presentations for team managers and staff were provided. 
Inspector Information handbooks of the Career Progression system 4-5, 5-6 and specified calling are provided in Attachment 59.1. 
The Inspector Information handbook of the Performance Review and Development system at level 5 is provided in Attachment 59.2. 
 

60 Recommendation 60 
Define technical and transferable skills which are non-negotiable for each role 
and ensure JDFs are updated to reflect these. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2013, as part of the Inspector Attraction project all JDFs of inspector positions were revised. The Job Related Requirements 
were significantly changed defining technical and transferable skills that are non-negotiable for each role. 
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61 Recommendation 61 
JDFs be reviewed, and making industry experience ‘desirable’ be considered. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Job description forms (JDFs) of inspectors were revised in 2013. Relevant industry experience was removed from the job related 
requirement section in JDFs and was replaced with the wording ‘Your expertise must be in a sector/field relevant to this position’.  
 
Current JDFs were provided to the Committee on in Attachment 1 87.1 - Job description forms inspectors on 12 April 2018. 
 

62 Recommendation 62 
Develop and implement new and innovative recruitment mechanisms and 
models to target candidates with specific workforce experience. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
New and innovative recruitment mechanisms were implemented in 2013. For details of the outcomes of the Inspector Attraction 
implementation project refer to question 58 and the attachments. 
 

63 Recommendation 63 
Budget be allocated across the organisation for access to required training. 

Yes Ongoing (for inspector 
training) 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
The Inspector Training and Development area holds the budget for inspector training.  
 
Training for all staff is also provided through the Learning and Development area within the Human Resources Directorate, which 
organises a number of training courses and opportunities and a mentoring program. Various online training courses are also 
provided through the in-house IT training webpage. 
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64 Recommendation 64 
A greater emphasis be put on training towards developing a professional 
workforce. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
A number of initiatives in 2013 and the years following put greater emphasis on training towards developing a professional 
workforce, including: 

• carrying out a training needs analysis; 
• moving budget from operational areas to the inspector development and training area to be able to offer a range of training 

courses for inspectors across the inspectorate; 
• ongoing review and revision of the induction program and the skills development program; 
• provision of training on demand; 
• mandatory training programs resulting in qualifications including the: 

o Certificate IV of Government (Investigations); 
o Diploma of Government (Workplace Inspection); 

• for inspectors who do not hold a Diploma in WHS or higher level qualification, strong encouragement and support is given 
to obtain this Diploma; 

• for investigators the possibility to obtain a Diploma of Government (Investigations); 
• discussion of short and long term learning and development and training needs as part of the Learning and Development 

Action Plan, forming part of the performance review and development system; and 
• the provision of study assistance and leave in accordance with the departmental study assistance policy and guidelines. 
 

65 Recommendation 65 
Mentors and coaches within the organisation be provided with adequate training 
and skills to ensure successful mentoring and teaching outcomes. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Coaching training is provided to all inspectors who coach or mentor other inspectors and is a mandatory training program for all 
level 5 inspectors. The coaching training is provided by an external training provider.  
 

66 Recommendation 66 
The review of criteria progression currently underway, address the issues of 
inconsistent access, use and requirements. 

Yes 2012 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
As explained under question 59 major changes were made to the Career Progression system and JDFs, which addressed issues 
with the system at the time. 
 

67 Recommendation 67 
Improved and consistent support be provided for criteria progression across 
directorates, and the management of the process be documented. 

Yes 2012 - ongoing  

Answer to question 1 
WorkSafe implemented this recommendation. 
 
The current Career Progression system is well supported throughout the directorates and by the union delegates and provides 
great career opportunities for inspectors, as further explained under question 59. 
 

68 Recommendation 68 
The criteria progression framework include clear strategic business deliverables 
which are communicated. 

Yes 2012 - ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Significant changes were made to JDFs and the Career Progression system in 2012 and 2013. Consultation took place with staff and 
the union about the changes.  On 14 September 2012, the revised Career Progression 4-5 and Performance Review and 
Development system were launched. Refer to Attachment 68.1 for the invitation to the inspectorate and the PowerPoint Presentation.  
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On 28 September 2012, three staff presentations took place in relation to the draft Career Progression 5-6 and specified calling system. 
These presentations were provided by the external consultant who had assisted the Career Progression Taskforce with the 
development of this system. Refer to Attachment 68.2 for an email from the WorkSafe Commissioner and the PowerPoint presentation. 
 

69 Recommendation 69 
The criteria progression process be accessible and valued by employees. 

Yes 2012 - 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
As a result of the significant changes made to the Career Progression system in 2012 and 2013, the system became accessible 
for all inspectors and is since valued by staff. Since then, further reviews have taken place and significant changes have been 
made to the systems in 2017, as a result of the changes to the Diploma of Government (Workplace Inspection). These changes 
were well received by staff and management. 
 

70 Recommendation 70 
Provide role clarity to the occupants of the specialist positions and communicate 
this to the all Inspectorate staff.  This should include clarity and commitment as 
to the level of field-based technical advice which will be provided. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
At the time, a number of initiatives were taken to provide role clarity to the occupants of the specialist positions and communicate 
this to inspectorate staff, including: 

• consultation between the director, principal scientific officers/managers and staff;  
• introduction of the Managerial Leadership meetings;  
• the integration of the skills of ergonomic scientific officers into industry team operational work since 2012-13, which is 

further described under question 28; 
• the involvement of engineers in serious and fatal incident investigations, for instance as technical advisor, assistance with 

scoping expert documents in relation to plant related accidents and attendance at plant or scaffold related incidents; and 
• assistance from occupational hygienists in relation to asbestos issues and other health hazards in various industries. 
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Since 2012, significant changes have taken place within the specialist teams, including staff movements and the appointment of new 
managers. The work of scientific officers is now more integrated with work undertaken by inspection and investigation teams. 
 

71 Recommendation 71 
Review the structure and resourcing of the specialist teams to ensure the 
occupations are appropriate and the reporting relationships align with their 
required roles. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
As part of the restructure of WorkSafe in August 2017 and the retirement of some staff members, changes were made to the specialist 
teams and the management of specialists. One of these changes included the appointment of a Principal Engineer as manager of the 
Plant and Engineering Team. This brought the management of this specialist team in line with the management of other specialist 
teams. In addition, the Inspector Occupational Nurse moved from a general inspection area to the Occupational Hygiene and Noise 
Control (OHNC) team as this is a specialist position, which is more aligned with work undertaken by officers in the OHNC team. 
 

72 Recommendation 72 
The information flow mechanisms within and to the specialist teams be 
examined to ensure that they support the required roles. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Specialist teams are relatively small (between 6-7 team members) and information flow mechanisms take place through informal 
and formal meetings, including team meetings, email correspondence and phone or face to face conversations. Debrief meetings 
attended by acting Director Service Industries and Specialist and the managers are taking place every two weeks.   
 
Inspectors can contact a specialist inspector directly for any question. Joint inspections by specialist inspectors and industry 
inspectors or investigators are arranged via the managers as needed. 
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73 Recommendation 73 
Establish appropriate purchasing arrangements and protocols to enable 
inspectorate staff to access specialist field-based technical advice as required. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
WorkSafe investigates a broad range of workplace incidents. Technical advisors may be engaged during the course of an 
investigation to help identify: 

• possible causal factors; 
• issues for further enquiries; 
• relevant standards; 
• testing requirements; and 
• the need to use an expert witness and the type of expert that may be suitable. 

 
Technical advice may be obtained from internal or external sources. Arrangements were put in place by the WorkSafe 
Commissioner to explore the possibility of obtaining technical advice from an internal source first (eg an engineer), before 
obtaining technical advice from an external source. Where external technical advice is obtained, internal specialists are also likely 
to be involved. 
 
A list of potential technical advisors is available for inspectors in Inspector Resources, which may assist with finding a suitable 
technical advisor. Inspector Resources is accessible from the document management system which contains operational 
procedures, guidelines, letters and other relevant information for inspectors. 
 
As part of fatal or serious incident investigations, the department may engage an expert. The role of an expert is: 

• to provide an expert opinion in relation to questions that have arisen during the investigation; and 
• if the matter results in a potential prosecution, to give evidence under oath and be available to be cross examined. 

 
Legal Services is usually involved with obtaining an opinion of an expert witness.  In 2016, an internal expert kit was developed by 
Legal Services and training was provided to inspectors and investigators. 
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Due to changes in ongoing technology and the broad range of incidents that WorkSafe investigates, different types of experts or 
advisors may be required to provide assistance or advice to inspectors or provide an expert opinion.  
 
Although identifying a suitable technical advisor or expert witness is sometimes challenging, there have not been any budgetary or 
other issues with engaging technical advisors or experts if required. 
 
The state and departmental purchasing procedures apply to engaging contractors. 
 

74 Recommendation 74 
The Investigations role be separated from the inspections role and created as 
separate positions using the FTE fraction currently dedicated to investigations in 
each inspector role. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
On 27 August 2017, the Major Incident Investigations Directorate (now the Investigations Directorate) was established, separating 
the investigation role from the inspection role. 
 
Originally, this recommendation was not implemented. In 2012, views across the department were divided about creating a separate 
investigations directorate.  In 2002, WorkSafe’s structure changed and the then Fatal and Special Investigations Branch was 
abolished. Investigators were then placed in the inspection teams. Because of the restructure in 2002 senior management, appointed 
at the time of the Shelby report, did not want to go back to a structure with separate inspection and investigation areas. 
 
However, following WorkSafe’s Investigative Capacity Review in 2016-17, senior management appointed at that time supported the 
separation of inspection and investigation functions. This ultimately led to the restructure of WorkSafe in August 2017 and the 
implementation of a separate investigations directorate. The WorkSafe Investigative Capacity Review and the Final Determination 
document have been provided to the Committee on 25 October 2017 in Attachments 32.1 and 32.2. 
 

75 Recommendation 75 
Appropriate JDFs be created to reflect this separation and clearly define the roles. 
 

Yes 2017 
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Answer to question 1 
WorkSafe implemented this recommendation. 
 
New job descriptions forms were created in 2017. Copies have been provided to the Committee on 12 April 2018 in Attachment I 87.1. 
 

76 Recommendation 76 
The investigations function be separated from inspections function in the 
organisation structure by creating a dedicated investigations team. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
On 27 August 2017, the Major Incident Investigations Directorate (now the Investigations Directorate) was established, separating 
the investigations role from the inspections role. 
 

77 Recommendation 77 
The investigations team be located within the new strategic services group, and 
structured so as to provide high level expertise appropriate to the complexity of 
investigations currently required. 

Yes 2018 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In January 2018, as a result of the implementation of the Machinery of Government changes, the Investigations Directorate was 
created from WorkSafe’s Major Incident Investigations Directorate and the Investigations Services Branch from the former 
Department of Mines and Petroleum. The Investigations Directorate is now part of the Service Delivery Group.   
 

78 Recommendation 78 
Implement strategies to develop cohesion in the new investigations team and to 
monitor the team’s culture be implemented so as to actively avoid any 
perception of elitism. 
 

Yes Ongoing 
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Answer to question 1 
WorkSafe implemented this recommendation. 
 
Strategies are put in place to develop cohesion between the investigation and inspection directorates. Examples of strategies include: 

• secondments or partial secondments of inspectors from inspection teams to work on matters in the Investigations Directorate; 
• weekly meetings between the Director Investigations and the two WorkSafe Directors in the Safety Regulation Group; 
• extending the opportunity to move between teams to the Investigations Directorate. In relation to this strategy, an email 

invitation was sent to the inspection and investigation directorates (refer to Attachment 78.1). 
 

79 Recommendation 79 
Future recruitment be targeted to attract specific skill sets required in each of the 
inspectoral and investigation roles. 

Yes  Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Current and future recruitment is and will be targeted to attract specific skill sets required for the relevant roles. 
 

80 Recommendation 80 
The structure within Business Services be reviewed to examine the implications 
of incorporating an outbound capability in the call centre. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
In 2010, an EMC paper was prepared about the implementation of an outbound call centre.  At the time, this proposal was not 
implemented. In October 2012, the proposal was again reviewed but not further pursued due to budgetary constraints.  
 
Since 2012, the structure within Business Services has significantly changed, in particular as a result of the structural changes 
implemented in January 2018.  
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81 Recommendation 81 
The workflow within the call centre and through to the inspectorate be examined 
to identify possible improvements. 

Yes 2013 and ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2013-14, significant work has been done by the operational directorates and the Customer Help Centre in order to develop a 
database with answers to frequently answered questions (FAQs). A total of 130 FAQs was prepared, which significantly increased 
the consistency and quality of the answers provided by the Customer Help Centre. The development and review of FAQs is 
ongoing to ensure excellent and consistent quality services. 
 

82 Recommendation 82 
Review the structure, focus and business plan of each industry team to reflect 
the relocating of the investigations function. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
The structure and focus of the industry teams were reviewed in 2016-17, resulting in significant changes to the structure of 
WorkSafe in August 2017. This is reflected in the Business Plan for 2017-18. Further detail is provided under question 74. 
 

83 Recommendation 83 
Review the role of key positions within each industry team including the Principal 
Inspector and Team Leader to ensure the role remains relevant to the team. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
As part of WorkSafe’s Investigative Capacity Review conducted in 2016-17, key roles within the industry teams were reviewed. 
Roles have changed to remain relevant as per the Final Determination document provided to the Committee on 25 October 2017 
(Attachments 32.2). Job description forms were also reviewed and revised following the restructure in August 2017. Copies of the 
new JDFs have been provided to the Committee on 12 April 2018 (Attachment I 87.1). 
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84 Recommendation 84 
Relocate investigations-related FTEs from each industry team, to the 
investigations team commensurate with the combined total FTE involvement in 
that function. 

Yes 2017 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Principal inspectors were relocated to the Investigations Directorate and their position changed to Investigation Manager. Level 5 
and level 6 inspectors and team managers were able to provide their preferences for a team or directorate by application.  
Through this process investigations related FTEs from the various industries teams were relocated to the Investigation Directorate. 
 

85 Recommendation 85 
The role and skills of regional inspectors be broadened to enable them to 
service all industries within their geographic area. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
Regional inspectors receive the same induction training in Perth as other inspectors. In addition, a five-day regional conference is 
held every year in Bunbury for all regional inspectors. Training courses or specific requested training is delivered during this week. 
 
From time to time, regional inspectors assist metropolitan industry teams with carrying out reactive work in regional areas, where 
this work is within the capacity and skills of the regional inspector. Where relevant, the metropolitan team may assist by providing 
information, checklists or assistance.  
 
The main focus of the regional team is however agriculture, commercial fishing, forestry and construction. The focus of the 
regional inspectors is mainly on these industries, which are assigned to the regional team. These are all high hazard industries 
requiring the attention of regional based inspectorate staff.  
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86 Recommendation 86 
The regional work group remain within construction but a dual reporting 
relationship be developed (to Construction and MTSI) to facilitate collaborative 
decision making regarding regional roles, responsibilities and work planning. 

No - 

Answer to question 2 
This recommendation was not implemented. 
 
A dual reporting relationship was not supported as this is likely to create confusion about the role of the inspector and the focus of 
the regional team. 
 
In the current structure, one regional inspector position is located within the Investigations Directorate and one regional inspector 
position is seconded in the Investigations Directorate. 
 

87 Recommendation 87 
A transparent training allocation framework be established and committed to. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Refer to the answer in question 63 in relation to the overall training budget relating to inspector development and training.   
 
In the Shelby report this question specifically relates to regional inspectors. At the time, a three-day regional conference was held 
yearly in Perth. It was agreed to extend this program to five days. The program is now put together with input from the regional 
team and is held in Bunbury. 
 

88 Recommendation 88 
A policy for regional employment including the selective use of contracts and 
options to attract, retain and offer higher attraction mechanisms, be formally 
defined, implemented and communicated. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
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At the time of the Shelby report, the regional inspectors were employed on a contract basis rather than by permanent 
appointment, as is the case with the metropolitan inspector positions. This policy was reviewed and in 2013-14 all regional 
inspectors were appointed in permanent positions. 
 

89 Recommendation 89 
Inclusive collaborative structures be established to enhance the involvement of 
regional staff in planning and knowledge and sharing. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Regular team meetings take place in the regional team and the regional team holds a yearly planning meeting for the regional 
inspections business plan.  The Team Manager Regional and Primary Industries attends meetings in Perth, including the 
Operational Management Committee and Managerial Leadership meetings. The Manager Investigations located in Bunbury also 
attends relevant meetings in Perth. 
 
In 2013, as part of the Technology to Transform project, video conferencing was installed in the WestCentre in West Perth. This 
technology is also available in the current Cannington office.  
 
Video conferencing technology is often used to communicate with regional staff.  Regional inspectors either attend all staff 
meetings or arrangements are made for regional staff to attend a meeting by video conferencing, depending on the topic. In some 
situations, presentations are also held in the regional office. For instance, a presentation was provided in Bunbury when the 
Career Progression system from level 5 to level 6 was launched. 
 

90 Recommendation 90 
Develop a range of PIs that fulfil the varied requirements: annual reporting, 
national comparisons, individual project monitoring. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
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The review of performance indicators has been an ongoing process. Prior to the Shelby report, performance of the inspectorate 
was predominantly measured through statistics against the performance measures. Performance measures in relation to 
enforcement activities include: 

• enforcement activity – the number of actual compliance actions (ie investigations) meets or exceeds the planned 
compliance actions; 

• enforcement activity success rate – investigation decisions (ie notice review) not overturned on appeal exceeds 99.5 
percent; 

• reactive enforcement timeliness – no less than 85 per cent of all reactive investigations are commenced and completed 
within set timeframes; 

• proactive enforcement effectiveness – no less than 85 per cent of all proactive investigations result in some form of 
compliance action being taken (with the exception of transport road blocks). 

 
Although these performance indicators are seen as useful for identifying issues and trends over a period of time, it is 
acknowledged that these indicators are not the only way to measure WorkSafe’s performance. 
 
It is also acknowledged that these performance measures do not measure quality. In addition, the work of inspectors varies and 
investigations may have different levels of complexity and be conducted for various reasons. In addition, the size and risks at 
individual workplaces and industries varies, which means that the performance measures may not always be relevant. 
 
Since 2013, the Australian Work Health and Safety Strategy 2012-22 has been used as part of the business planning. This strategy 
sets specific national targets to be achieved by 2022. WorkSafe tracks progress towards the national priority targets and reports state 
statistics to Safe Work Australia.  As part of the business planning, WorkSafe plans projects relating to the national priority industries 
and priority conditions. A copy of the Australian work health and safety strategy 2012-22 is provided in Attachment 90.1. 
 
Since 2013 a number of strategies were put in place to focus on the quality of inspections and investigations.  
 
The Case Management system was introduced in 2013, aiming to increase the quality of investigation work. This framework includes 
performance indicators for the quality and timeliness of investigations, which are reviewed during case management meetings.   
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In 2013, the Quality Investigation Policy was also introduced, aiming to increase the quality of reactive and proactive inspections. 
This policy set clear performance indicators and increased consistency of inspection work carried out across the inspectorate. These 
performance indicators are used by team managers when providing feedback after a quality investigation check has been carried out. 
 
In 2018, high level indicators were developed for the Department of Mines, Industry Regulation and Safety (DMIRS). Refer to 
DMIRS Outcome Based Management Structure 2018-19 in Attachment 90.2. 
 

91 Recommendation 91 
PIs be developed conforming to performance indicator good practice, providing 
a spread of efficiency and effectiveness (access, appropriateness, quality) 
indicators. 

Yes 2013 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
In 2013, the Quality Investigation Policy was introduced to increase consistency across teams and set clear performance 
indicators for the way reactive and proactive investigations were carried out.  In addition, a checklist was made based on the 
Quality Investigation Policy. This checklist can be utilised by inspectors and managers when checking the quality of an 
investigation. Quality investigation checks conducted by the manager are based on the Quality Investigation Policy. 
 

92 Recommendation 92 
PIs be incorporated into a robust monitoring and evaluation framework that 
transforms the organisation to a reflective, evidence-led entity. 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
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Recommendation Shelby Report Implemented by 
WorkSafe Date implemented  

Performance indicators are monitored and evaluated at different levels within the organisation: 
• individual level – through informal feedback such as regular meetings and quality investigation feedback and formal 

meetings including performance review and development meetings; 
• team level - performance indicators and output is discussed during monthly team meetings – recently a new system was 

developed to calculate the number of available inspectors in the teams because inspectors may be full-time or part-time 
seconded to the Investigations Directorate; 

• manager level - during director’s debriefs, performance indicators and output towards the business plan is discussed 
during fortnightly meetings; 

• operational management - during the Operational Management Committee meetings and the Executive Management 
Committee meetings progress towards the business plan is reviewed.  

 
93 Recommendation 93 

Incorporate PIs into PDRs only as individual targets tailored to specific types of 
inspections (see also Recommendation 5). 

Yes Ongoing 

Answer to question 1 
WorkSafe implemented this recommendation. 
 
Performance Review and Development Plans (PRDP) align with the department’s strategic plan.  PRDPs include performance 
indicators against a number of key result areas including operational activities (including planned projects, inspections), customer 
services, teamwork, professional standards, learning and development and motivation and initiative.  
 
PRDP meetings are held twice a year. Individual targets are agreed between the manager and inspector during the planning 
meeting and are tailored to inspector level and the specific types of investigations or industries. Targets may be adjusted at the 
mid-year review meeting as a result of involvement in complex matters. 
 
As of 1 July 2018, the department will commence using the performance review and development system which forms part of the 
Human Resources (HR) system known as Eski. This system will be linked to the deliverables in the Group’s Business Plan. 
 

Table 1: Answers to questions 1 and 2 relating to 93 recommendations in the Shelby Report 
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LIST OF ATTACHMENTS 
 
Attachment Name 
  
Attachment 1.1 WorkSafe Business Plan 2013-14 
  
Attachment 1.2 WorkSafe staff presentation launch mission and vision 5 July 2013 
  
Attachment 3.1 Technology to Transform:  

• Project Proposal 
• Project Implementation Plan 
• End Project Report 

  
Attachment 8.1 Managerial leadership workshop for EMC 27 May 2013: 

PowerPoint presentation - Notes 
  
Attachment 8.2 Managerial leadership one day workshop managers on  

21 June 2013: PowerPoint presentation – Notes 
  
Attachment 8.3 Managerial leadership half day workshop for managers on  

19 August 2013: PowerPoint presentation – Notes – Contributions 
  
Attachment 8.4 Managerial leadership half day workshop for managers on  

22 October 2013: PowerPoint presentation – Notes – Contributions 
  
Attachment 9.1 Managerial Leadership statement paper 
  
Attachment 9.2 Quality Investigation Policy 
  
Attachment 10.1 Performance Review and Development Plan Level 5.1 or first 12 

months of service in L5 - 2012 
  
Attachment 16.1 Compliance Policy August 2013 
  
Attachment 19.1 Case Management system instruction manual 2013 
  
Attachment 19.2 Examples of emails to all WorkSafe 2012 and 2013 
  
Attachment 21.1 Quality investigation checklist 
  
Attachment 28.1 Ergonomics cross directorate initiative:  

• Memo proposing system 
• PowerPoint presentation 
• Yearly outcomes 2013-14 to 2016-17 

  
Attachment 34.1 WorkSafe Code of Behaviour 2012 
  
Attachment 34.2 Misconduct:  

• Flowchart 
• Reporting form 
• Frequently asked questions 

  
Attachment 46.1 2017 Safe Work October – Workshop evaluation form 
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Attachment 47.1 Culture project:  
• EMC discussion paper 
• Email to all staff re culture survey 
• Culture statement paper 
• Survey results 
• Handout staff meeting November 2013 

  
Attachment 51.1 • Inspection Induction Program 2018 

• Skills Development Program 
  
Attachment 55.1  • Approval Career Progression system 4-5 and Delegation memo 

2012.09.04 
• Approval Career Progression 5-6 and Delegation memo 

2013.11.19 
  
Attachment 55.2  • Team Manager Information Handbook Career Progression  

• L4-5, L5-6, SC1-2 and SC2-3 
• Team Manager Information Handbook Performance Review 

and Development system at level 5 
  
Attachment 58.1 Inspector Attraction Project:  

• Final EMC Status Report June 2013 
• End of project report  
• PowerPoint presentation to staff 3 and 6 May and 24 June 2013 

  
Attachment 59.1 Inspector Information Handbooks:  

• Career Progression L4-5 
• Career Progression L5-6 
• Career Progression SC1-2 and SC2-3  

  
Attachment 59.2 Inspector Information Handbook Performance Review and 

Development system L5 
  
Attachment 68.1 Career Progression 4-5 and Performance Review and 

Development system L5: 
• Invitation for launch to operations 
• PowerPoint presentation used on 14 September 2012 

  
Attachment 68.2 Career Progression 5-6: 

• Email from Lex McCulloch to operations 
• PowerPoint presentation used on 28 September 2012 

  
Attachment 78.1 Movement between and within Directorates: 

• Email  
• Procedure 

  
Attachment 90.1 Australian work health safety strategy 2012-2022 
  
Attachment 90.2 Department of Mines, Industry Regulation and Safety - Outcome 

based management structure 2018-19 
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WorkSafe WA - Business Plan 2013-14 

 

Introduction 

 

WorkSafe is a principal regulator of workplace safety in Western Australia – a role 
determined by the Occupational Safety and Health Act 1984.   

As a division of the Department of Commerce, WorkSafe works to support a state-wide 
business environment that is productive, innovative, fair and safe. The development of a 
world class regulatory environment and enforcing the law in respect of safety and health in 
Western Australian workplaces has priority focus within the agency.  

WorkSafe aims to be recognised as a professional, well trained, ethical and as the best work 
safety regulator in Australia.  WorkSafe’s Vision and Mission are – 

Vision – Safe and Healthy Western Australian workplaces 

Mission –  To inspire employers and workers to ensure workplaces are safe through 
partnership, education and enforcement. 

In alignment with the Department of Commerce Occupational Safety and Health (OSH) 
Policy and OSH Management System, the WorkSafe division is committed to excelling in 
occupational safety and health management and demonstrates this by integrating safety and 
health in all its business activities. 

This Business Plan provides an overview of the way WorkSafe will apply the resources 
available to it for 2013-14 to carry out the roles required under legislation and the steps it 
will take to deliver on the priorities and expectations set for the agency by government. 

Approach and Business Strategy 
 

WorkSafe’s collaborative approach with industry, employers and the workforce is focussed 
on: 

• Influencing the commercial environment in Western Australia to ensure the 
achievement of best safety and health outcomes in the workplace; 

• Empowering business and community partners to lead in the reduction of workplace 
hazards and associated risks to health; 

• Developing a modern, world class regulatory environment; 
• Enforcing the law; and  
• Strengthening organisational capacity to assist business operators and workers to 

manage occupational safety and health effectively. 



 

 
WorkSafe WA – Business Plan 2013-14  Page 3 

In association with employers and industry across the State, the new Australian Work Health 
and Safety Strategy provides particular focus for the task of Worksafe.  

The 2022 targets for this national strategy are to: 

• Reduce the number of worker fatalities by at least 20%; 
• Achieve a reduction in the incidence of claims resulting from one or more weeks off 

work of at least 30%; and to 
• Achieve a 30%.reduction in the incidence rate of claims for musculoskeletal 

disorders resulting in one or more weeks off work. 

 

Building Capacity and Ensuring Compliance 
 
The starting point for our work is to influence the behaviour of industry partners and 
workers to ensure workplaces are safe and that best health and safety outcomes are 
achieved.  

Our approach to ensuring compliance by employers and businesses is tailored to workplace 
circumstances and presenting risk. Our model for compliance extends from education, 
capacity building and preventative measures through to enforcement. 

 

 

 

 

Enforcement is applied where serious breaches of the law occur.   

Structure 
 
WorkSafe (within the Department of Commerce) is overseen by an Executive Director who 
performs the statutory role of the WorkSafe Commissioner.  
 

WorkSafe’s field activities are conducted through three Directorates: 

• Construction, Regional and Primary Industries. This directorate has coverage of 
Construction, Agriculture, Forestry and Fishing industries. 

• Health, Hazards and Plant Safety. This directorate is staffed by scientific officers, 
engineers and medical staff and focuses on health-related hazards, plant and 
machinery.  

• Manufacturing, Transport and Service Industries. This directorate services the 
Manufacturing, Transport, Wholesale, Retail and Service industries. 

Undertake 
Capacity 

Building & 
Education 

Provide 
Verbal 

Direction 

Issue 
Improvement 

Notice 

Issue 
Prohibition 

Notice 

Commence 
Prosecution 
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Front line service delivery across the State is supported by three Directorates: 
 

• The Legal and Special Investigations directorate provides WorkSafe with legal, 
investigative and related advisory and administrative services and is comprised of 
teams focussed on Legal Reviews, Freedom of Information matters and the conduct 
of Audit and Special Investigations. Prosecutions are undertaken where serious 
breaches of the occupational safety and health laws warrant action.   

 
• The Policy and Education directorate is focussed on the WorkSafe’s requirements for 

strategic planning, policy development, evaluation and education. A number of 
interagency and inter jurisdictional roles are also supported from the directorate. 

 
• The Business Services directorate is made up of four customer teams: the WorkSafe 

Customer Help Centre (an inbound contact centre); Licensing; Plant Registration; 
and Inspector Development and Training.   

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Additional information about WorkSafe WA’s activities can be found on our website at 
(www.WorkSafe.wa.gov.au). 

WorkSafe 
Commissioner 

Construction, Regional & Primary Industries 

Health, Hazards and Plant Safety 

Manufacturing, Transport and Service Industries 

Policy and Education 

Legal and Special Investigations 

Business Services 

http://www.worksafe.wa.gov.au/
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Schedule 1 – Worksafe Priorities and Strategies for 2013-14 
 
Worksafe has seven priorities for 2013-14. These inform the focus of the whole organisation 
and will be subject of specific task based projects and activities across the business. 
 
 

 Initiatives 

1  Worksafe (subject to government prioritisation) will implement the Harmonisation 
framework across Western Australian workplaces and will ensure timely 
implementation of 2013-14 budget priorities and initiatives.  

2  Worksafe will support the Australian Work and Safety Strategy 2012-2022 in Western 
Australia and develop an implementation plan appropriate to Worksafe for the 
initiative. The business will give early priority to the “Safety by Design” strategy 
articulated in the document. 

3  Worksafe will continue to implement changes to its Business Model to include a 
greater focus on evidence based targeting of workplaces, a “One Worksafe” approach 
to improving business processes and adoption of best practice experience in working 
with stakeholders and partners in industry. 

4 Worksafe will continue its investment in the use of technology to transform the 
business of Worksafe including improvements to the presentation of customer 
information on the website with the objective of ensuring that all transactional 
Worksafe activities can be conducted online by 2015. 

5  Worksafe will invest in a mobile inspectorate equipped to conduct inspection and 
associated roles with timely access to data, resources and modern communications to 
ensure best safety and compliance outcomes. 

6 Worksafe will examine and implement programs and activities to support the 
development of supervisory and management skills across the business, emphasising 
development of the Worksafe culture, teamwork and leading change. 

7 Worksafe will play a lead role in supporting Department of Commerce initiatives to 
relocate to a single site office by 2016 and to consolidate functions and roles within the 
Department appropriate to modern delivery of best practice regulatory, licensing and 
investigatory services.   

 

Schedule 2 - Directorate Priorities for 2013-14 
 
This schedule provides a précis of specific initiatives within each WorkSafe directorate for 
2013-14. 
 
All field divisions will give particular regard in 2013-14 to workplace challenges associated 
with: 
 

• prevention of musculoskeletal injury and conditions,  
• noise impacts and hazards,  
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• management and reduction of asbestos hazards and  
• safety management in labour hire organisations and associated worksites. 

 

Operational Directorates 

Construction, Regional and Primary Industries Directorate 
 

Priorities 

• Recruitment of WorkSafe inspectors (existing resources) 

• Training of WorkSafe inspectors  

• Reactive major investigations  

• Proactive compliance projects  

• WorkSafe talks – educational and compliance value  

• Use of new technology in mobile and operational settings. 

Risks 

 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 To maintain focus on workplace safety 
while significant change occurs (WHS 
debates). 

• Communicate work plans to WorkSafe 
staff and industry stakeholders.   Plan, 
develop & document new operational 
procedures and ways of working. 

2 Number & frequency of serious injuries 
in Construction, Regional & Primary 
Industries workplaces. 

• Allocate work to other WorkSafe 
Teams. 

3 Loss of emphasis on proactive work by 
WorkSafe Inspectors where demand for 
reactive response to safety issues 
increases.  

• Continue to plan for sufficient capacity 
in business plan to enable appropriate 
proactive work to occur. 

4 Performance of WISE, CALS and other 
departmental information systems 

• Secure / retain competent IT 
developers.   

• Enable systems to change to reflect 
new business needs of WorkSafe. 
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Health Hazards and Plant Safety Directorate 
 
The Health Hazards and Plant Safety Directorate has identified priority industry sectors and 
specific hazards for attention during 2013-14 including:  
 

• Health Care & Social Assistance sector; 
• Plastics & Chemical Manufacturing sector ; 
• Asbestos & bullying – state wide approaches; 
• Proactive work related to national priority disorders; and 
• High risk plant – reactive & proactive work. 

 
 
 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 Limited specialist resources • Business planning 
• Recruitment 2 x plant inspectors 
• Transfer of specialist knowledge to 

other staff 

2 Introduction of harmonised WHS 
legislation 

• Internal training 
• Stakeholder engagement 
• Develop new policies & procedures  

3 Financial constraints • Directorate budgeting 
• Monitoring expenditure 

4 Psychosocial issues – bullying, violence, 
stress 

• Stay updated on other regulators 
activities 

• Revise own procedures as required 
• Knowledge transfer 

 

 

Manufacturing Transport and Service Industries Directorate 
 
The Manufacturing, Transport and Service Industries Directorate will deliver a number of 
industry intervention programs. 
 
In addition to inspection based pro-active projects a problem solving approach will be 
applied to identified issues related to improved occupational safety and health outcomes 
and the most appropriate tactics will be applied.  This is not limited to but includes: 
 

• Proactive meetings with employers at a senior level, to promote the use of safety 
management systems and cultural change. 

• Reactive meetings with employers after less serious notifiable injuries to promote 
the use of safety management systems and cultural change. 
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• Liaison with industry associations and unions to promote specific industry wide 
improvements. 

• Proactive prosecutions where industry liaison has not achieved a satisfactory 
outcome and deterrent is required. 

 
Priorities 
 

• The intent is to embed and strengthen changes introduced in 2012/13 and to move 
to an OSH outcomes focus where efficiencies in our reactive work allow the 
resources for innovative proactive solutions that achieve OSH outcomes beyond 
minimum compliance. 

 
• Capable and experienced resources are required for increased stakeholder 

engagement and, at the other end of the spectrum, proactive prosecutions. 
 
 
Risk Management 
 
 

 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 Retention of skilled and experienced 
MTSI staff is the key risk to be managed. 

• Application of WorkSafe employee 
engagement strategies 

• Use of Career Progression 
• Clear communication on performance 

and expectations. 
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Support Directorates 

Policy and Education Directorate 
 
The Policy and Education Directorate will continue in its key role of delivering a quality legal and 
policy framework for workplace safety in Western Australia and seek to provide relevant 
information and education to the community. 
 
Policy Priorities 

• Harmonisation – delivery of the laws.  
• Safe Design Project  
• Continued support for the Commissioner, Director General and the Minister.  
• Continued support for the Commission. 

 
Education Priorities 
 

• Harmonisation – educative processes to prepare the community for implementation  
• Business as usual activities – 4Thought and other regular public education 

deliverables. 
 
Combined Initiatives (with Operational Directorates) 
 

• Bullying – Heads of Agency Initiative. 
• Joint WorkSafe/WorkCover WA OSH network initiative (Workplace stress). 

 
 
Risk Management 
 

 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 Harmonisation – management of 
community expectations and concerns 
with respect to implementation.  
Reputational  issues. 

• Resourcing requirements covered in 
Cabinet Submissions. 

2 Influence of Government policy in other 
areas having a negative impact on safety 
issues. 

• Maintaining an awareness of the 
environment. 

3 Website design process. • Attempt to positively influence and 
work toward timely delivery. 

4 Realignment of functions. • Timely input into the process. 
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Legal and Special Investigations Directorate 
 
The Legal and Special Investigations Directorate comprises three teams: Legal and Reviews, 
Freedom of Information, and Audit and Special Investigations.   
 
Priorities 
 

• Ensure implementation and maintenance of new audit regime.  
• In partnership with WorkSafe Licensing, strengthen the licensing regime (new 

conditions, policies, renewal process, and partnership policy).  
• Ensure completion of a high profile investigation, consideration of the brief, 

commencement and conduct of any legal proceedings, and liaison with the next of 
kin and their lawyer.  

• Ensure full consideration of model legislation, provision of advice upon key 
provisions, and formulation of precedents. 

 
 
Where additional resources are available the Division will: 
 

• Maintain the time taken to process briefs and the number of briefs handled.  
• Audit asbestos licence holders before renewal of their licence.  
• Create and maintain inspectors’ resource file.  
• Conduct  model legislation inspector training 

 
 
Risk Management 
 

 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 Failure to audit high risk work licence 
assessors before renewal of the 
registration. 

• New audit regime. 
• New audit licence renewal process. 

2 Failure to audit asbestos licence holders 
before renewal of their licences. 
  

• New audit regime. 
• New audit licence renewal process. 

3 Failure to commence a prosecution 
within the reduced statute of limitations 
afforded by the model legislation. 
  

• Maintenance of the comprehensive 
tracking of briefs forwarded to Legal 
Services.  

• Regular liaison between Director Legal 
and Principal Inspectors. 
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Business Services Directorate 

Priorities 

• Implement  License Renewal  system for Restricted Asbestos Licenses; 
• In partnership with Audit and Special Investigations, strengthen the Licensing regime 

(New conditions, policies, renewal processes);  
• Drive reform in procedures and processing times for Demolition, Asbestos and 

Assessor Registration applications;  
• Action audit findings for Demolition and Assessor Registration Audits; and 
• Continue to deliver on core business function of customer service and licensing. 

Risk Management 
 
 Key Risks to be Managed in 2013-14 Strategy to Manage Risk 

1 Overspend on the supply of High Risk 
Work Licenses. 

Remain open minded to new ways of 
doing less with less. 

2 Increased work volumes or further work 
being housed in the business services 
area. 

Communication of current resource 
situation with stakeholders to manage 
their expectations. 

3 Business and service impacts of FTE and 
budget cuts. 

Reprioritise and reconfigure service levels 
where appropriate. 
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Schedule 3 – Resource Allocation for WorkSafe – 2013-14 
 

WorkSafe in 2013-14 will operate within a total budget of $21.5M and within a staffing 
profile of 161.2 FTE. 

 
 



Lex McCulloch 
WorkSafe WA Commissioner 

WorkSafe Mid Year Update 

 



WorkSafe Vision  
Safe and Healthy Western Australian 
Workplaces 

WorkSafe Mission  
To inspire employers and workers to 
ensure workplaces are safe through 
partnership, education and 
enforcement 

  

  



 

• National Targets 2012 - 2022 

• 20% reduction - fatalities 

• 30% reduction in incidence of claims resulting 
from one or more weeks off work 

• 30% reduction in the incidence rate of claims 
for musculoskeletal disorders resulting in one 
or more weeks off work 

 

Business Plan 2013 - 2014 



• Harmonisation - Implementation 

• National Strategy – Safety by Design 

• One WorkSafe – Evidence Based Targeting 

      -  Improving Business Processes  

•  Technology to Transform -  Website 

           -  Transactions 

• Mobile Inspectorate – Data, Resources, Modern Communications 
to ensure best compliance and safety outcomes 

• Building capacity in supervisory and management skills 

• Relocation to Stirling 2016 

Initiatives in Business Plan 



Managerial Leadership 
• Shelby Review 

• Development of System 

• Building Capacity of Managers 

• Based on 4 Principles 

• 6 Concepts 

• 8 Accountabilities and 7 Authorities 

• 12 Tools 

• The intent of the system is to provide clarity, focus and 
drive our thoughts decisions and actions 



The 4 principles that underpin the system 

•  Behave with integrity 

  - Be open and honest 

  - Be unswervingly professional 

  - Respect individuals and their contributions 

• Lead by example 

  - Model the values and lead our culture 

  - Keep a positive can do approach 

  - Question the status quo when it needs  
     questioning 



• Be compassionate and courageous 

 - Take personal responsibility 

 - Challenge inappropriate behaviour 

 - Have the difficult conversation with the view to   
   helping 

• Drive continuous personal development and business 
innovation 

 - Think of ways to do more with less for WA Community 

 - Identify when change and improvement are needed 

 - Build your team individually and collectively 



WorkSafe’s Culture 
 

Built on the three pillars of – 

• One WorkSafe 

• Serving the Community 

• Professionalism 



WorkSafe’s Culture (cont’d) 

• The responsibility of leadership to set and 
maintain the standard. 

o Exampling the culture. 

o Challenging those where behaviour is 
counter to our culture. 

• Reward and  recognition – a focus on the 
positive. 



Next Priorities 

• Team Work 

• Employee Engagement 

• Business Model 



 

Other 
• Industry Funding 

• Inspector Retention 

• Career Progression – Level 5-6 

• Case Management Process 

   
   



Other (cont’d) 
 

• Focus - Prevention of musculoskeletal injury and  
        conditions 

 – Noise impacts and hazards 

 - Management and reduction of asbestos hazards 

 - Safety management in labour hire organisations 

   and associated worksites 

   



 

Enhanced Voluntary Severance 
 

• Email from HR on Monday 

• Any applications come to Executive Director 
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1. PROJECT PROPOSAL 

1.1 Objective 

From the WorkSafe Planning Day in May 2012 

"WorkSafe will continue its investment in the use of technology to transform the business of 
WorkSafe including improvements to the presentation of customer information on the website, 
investigate appropriate support for a mobile workforce to enable on site access to data and greater 
use of video conferencing and associated efficiency measures." 

Objective 1 – Video conferencing investigate systems & make recommendations. 

Objective 2 – Mobile data / smart phones investigate & make recommendations. 

Objective 3 – Review progress of all IT projects impacting on WorkSafe to find gaps. 
 
1.2 Scope 

The project will research contemporary technologies for the purpose of increasing WorkSafe’s use of 
technology in the workforce, and for bettering WorkSafe’s communication with clients and 
stakeholders.   

1.3 Approach 

The Project will liaise with Commerce IT project manager and consult with WorkSafe staff and others 
prior to the production of recommendations to WorkSafe EMC relating to information technology. 

The Project Team 

  (Policy Rep) 
  (CRPI Rep) 
  (CHC Rep) 
  (MTSI Rep) 
  (Technical Rep) 
  (Regional Rep) 

Attendance by two of the project team to CA Expo‘12 (free) Technology Expo 30 August 2012 to gain 
understanding of the available technology. 

 

1.4 Deliverables 

The Project will liaise with Commerce IT project manager and consult with WorkSafe staff and others 
prior to the production of recommendations to WorkSafe EMC relating to information technology. 

 

http://www.ca.com/au/expo
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2. INITIAL BUSINESS CASE 

2.1 Background 

From the WorkSafe Planning Day in May 2012 

"WorkSafe will continue its investment in the use of technology to transform the business of 
WorkSafe including improvements to the presentation of customer information on the website, 
investigate appropriate support for a mobile workforce to enable on site access to data and greater 
use of video conferencing and associated efficiency measures." 

2.2 Benefits 

The Project will produce recommendations to WorkSafe EMC relating to information technology. 

2.3 Risks 

2.3.1 Risks if project is not undertaken 

The risk of not undertaking the project is a lost opportunity to increase the efficiency of WorkSafe 

2.3.2 Risks associated with this project  

This project is an investigation into the types of technology suitable for use at WorkSafe. 

 

3. PROJECT ORGANISATION  

3.1 Project Governance 

Governance for this project is in accordance with the Department of Commerce’s’ governance 
structure. 

Project Owner is  
Business Owner is WorkSafe EMC 
Project Manager is  
 

3.2 Key Stakeholders 

WorkSafe staff and stakeholders 

 

4. PROJECT PLAN 

4.1 Project Schedule  

Major Tasks / Milestones Start Date End Date 

Identify technologies Aug 2012 Dec 2012 
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Review technologies Dec 2012 Apr 2013 

Report recommendations to EMC Governance Jun 2013 Jun 2013 

 

5. PROJECT RESOURCES/BUDGET 

 

5.1 Project Resource (People) 

The table below indicates the required commitments for internal and external resources for the project.  

Project Resources  Project Resource 
Type 

Roles Start Date End Date Total Cost ($) 

 
  

 
 

 

Human An IT 
savvy 
Commerce 
employee 

Aug 2012 Jun 2013 Within 
existing 
salary budget 

 

5.2 Project Non Resource Requirements 

The table below indicates the hardware, software, operational and other cost requirements for the project. 

Category Expense Item Quantity  Cost per 
Item ($) 

Total Cost ($) 

     

     

 

5.3 Project Expenditure 

 Internal Resource 
Costs ($) 

External Resources Costs 
($) 

Non-
Resources 
Cost ($) 

Total Cost ($) 
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1 Project Implementation 

1.1 Objectives 

The purpose of this project is to investigate whether or not the use of additional technologies would 
increase the productivity of WorkSafe inspectors and to make recommendations to the WorkSafe 
EMC.  This project stemmed from the WorkSafe Planning Day held in May 2012 and 
recommendations from the 2012 Shelby report. 

1.2 Scope 
The project will focus on video conferencing, mobile data, smart phones and use of the intranet. 

1.3 Exclusions 
The project is limited to the use of technologies for WorkSafe inspectors. 

1.4 Approach 
Project team members will liaise with Commerce IT and consult with WorkSafe staff and others 
 
Available team members will attend the 30 August 2012 CA Expo‘12 Technology Expo to gain an 
increased understanding of available technology. 
 
Meetings and collaboration with Project Team to identify project target areas. 
 

-  
-  
-  
-  
-  
-  
-  

 

1.5 Deliverables 
The Project will produce recommendations for the WorkSafe EMC. 
 

1.6 Assumptions 
Nil assumptions 

Assumption Impact if not met 

Nil  

 
1.7 Dependencies 
Nil dependencies   

Dependencies Notes 

Nil  
 

http://www.ca.com/au/expo
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2 Initial Business Case 

2.1 Background 

From the WorkSafe Planning Day in May 2012 

"WorkSafe will continue its investment in the use of technology to transform the business of 
WorkSafe including improvements to the presentation of customer information on the website, 
investigate appropriate support for a mobile workforce to enable on site access to data and greater 
use of video conferencing and associated efficiency measures." 

Objective 1 – Video conferencing investigate systems & make recommendations. 

Objective 2 – Mobile data / smart phones investigate & make recommendations. 

Objective 3 – Review progress of all IT projects impacting on WorkSafe to find gaps. 

Recommendations from the Shelby report include: 

30 The use and function of the intranet be reviewed to ensure it is kept updated, championed and 
utilised as a key point of reference for all WorkSafe information. 

37 Consider expanding the ICT functionality and capability to allow Inspectors to access a broader 
range of electronic information while in the field conducting inspections. 

38 Consider utilising a range of social media to enhance the dissemination of relevant information 
to employers. 

39 Review the availability of information in hard copy to Inspectors to ensure supply meets 
demand. 

40 Review the current and potential IT and telephone functionality and identify changes required to 
better support the role of the Inspectors. 

41 Current use and possibilities for the system in its current form to be investigated to identify 
those practices that can enhance effectiveness and maximise the benefit from the existing 
system. 

42 Desired enhancements be identified and cost-benefit cases for developing these be 
investigated. 

 

2.2 Benefits 
The potential benefits of this project are an increase in productivity for WorkSafe inspectors. 

2.3 Risks if project not undertaken 
2.3.1 Risks if project not undertaken 

WorkSafe would fall further behind in technology use. 

 
2.3.2 Risks associated with the project 
No risks are identified as the purpose of this project is to make recommendations.. 
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2.4 Link to Departmental Strategic Plan 
Corporate plan for action, specifically: 

- Acknowledging the importance of communicating with staff about the future in a 
meaningful and timely manner 

- Ensuring we continue to deliver high quality services to the community by building the 
capacity, capability and resilience of our staff to respond to the changing environment 

- Collaborating across divisions on common issues or projects to achieve positive 
outcomes for the department and the community 

- Building and utilising our relationships with stakeholders, both internal and external, to 
promote the role of Commerce and achieve our vision 

 

2.5 Cross Divisional Impacts (incl. Related Projects) 
Any cross divisional impacts (if any) will be likely identified during the project. 

ES and ISI divisions are currently participating in a Tablet and Smart phone trial within those business 
units. 
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3.2   Roles and Responsibilities 
Roles and Responsibilities are as identified in the Department’s Corporate Governance Structure. 

 

4 Communication Strategy 

Target Stakeholder Proposed Actions/Tools Responsibility Timeframe 

Project working 
group 

Email / voice 
communications 

All in project 
working group 

As necessary 

 

 

5 Project Plan 

5.1 Project Schedule  

Major Tasks / Milestones  End Date 

Identify  technologies October 2012 

Review and discuss within Project Group October 2012 

Report recommendations to EMC Governance October  2013 

 
 

6 Project Resources / Budget 

6.1 Project Resource (People) 
The table below indicates the required commitments for internal and external resources for the project.  

Project 
Resource        

Project 
Resource Type 

Roles Start 
Date 

End Date Total Cost($) 

 
Project Team  Human IT savvy 

Commerce 
employees 

Aug 12 Oct 12 (within current 
operational budget) 

 

6.2 Project Non Resource Requirements 
The table below indicates the hardware, software, operational and other cost requirements for the 
project: 

Category Expense Item Quantity Cost per Item 
($) 

Total Cost ($) 
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6.3 Project Expenditure 

 Internal Resource 
Costs ($) 

External Resources 
Costs ($) 

Non-Resources 
Cost ($) 

Total Cost ($) 

Project     

Contingency 
(10%)     

Total    nil 

 

7 Monitoring and Controls 

7.1 Management Products 
The table below outlines the formal project management products that are produced during the course 
of the project: 

Product Product Type Primary Responsibility 

Project Proposal Project Proposal Project manager 

Implementation Plan Implementation Plan Project manager 

Final Report Final Report Project manager 

 
7.2 Reporting 
The table below outlines the formal project management reporting to internal stakeholders that will 
occur during the course of the Project.  

Report Type Responsibility Target Audience Frequency 

Project Status Report Project manager EMC Governance Monthly 
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1. Achievement of Objectives 

The project commenced in September and was completed mid October 2012.  The three objectives were 
considered, as well as relevant recommendations from the Shelby report.   The purpose of the project was 
to provide recommendations to the EMC about the additional use of technology in increase productivity, 
specifically video conferencing, smart phones and mobile data, intranet usage. 

 
 

2. Performance 

2.1 Financial Report 
To End of Project: 

Original Approved 
Budget ($000’s) 

Latest Approved Budget 
($000’s) 

Actual Budget Spent 
($000’s) Variance ($000’s) 

n/a n/a n/a n/a 

Remaining Budget: 

Remaining Budget 
($000’s) 

0 

 

2.2 Schedule Report 

Original Approved 
Project End Date 

Latest Approved Project 
End Date 

Actual Project End Date Variance 

October 2012 October 2012 October 2012 0 

 

2.3 Final Deliverables 
The deliverable for this project is the issue of recommendations to the EMC about which technology would 
increase the productivity of inspectors.  The following recommendations are provided for that purpose.  
 

1. Purchase video conferencing equipment for WorkSafe West Perth. 

2. Enable wifi on departmental laptops so the current departmental assets may be utilised to 
maximum effect at little or no cost by using public hotspots in the field.  With this change 
investigate the business use and potential of productivity and efficiency increases within the 
WorkSafe business unit. 

3. Trial four “Tablet devices” with data caps within WorkSafe to investigate the business use and 
potential of productivity and efficiency increases within the WorkSafe business unit. 

4. Trial four “smart phones” with data caps within WorkSafe to investigate the business use and 
potential of productivity and efficiency increases within the WorkSafe business unit. 
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5. Enable the four “smart phones” with data caps to be used as mobile hotspots.  

6. Establish a “bring your own device policy” at Commerce (WorkSafe) to allow business use of 
employee owned devices.  

7. Establish wifi off the LAN at WorkSafe Westcentre during the conduct of the Tablet and smart 
phone trial.  

8. Develop a wiki for WorkSafe to assist in the sharing of information between employees. 

9. Develop electronic online injury notification form and OSH enquiry forms for WorkSafe. 

10. Publish EMC highlights on the currently under utilised WorkSafe intranet page.  

In addition comments are made in regard to how the relevant Shelby recommendations are considered. 

 Shelby recommendation Assessment of recommendation 

30 The use and function of the intranet be 
reviewed to ensure it is kept updated, 
championed and utilised as a key point of 
reference for all WorkSafe information. 

The intranet is important source of sharing 
information, as are other departmental tools, 
such as Objective and WISE.  Use the intranet: 

- to publish EMC highlights.  

- WorkSafe templates, policies and forms.  

37 Consider expanding the ICT functionality and 
capability to allow Inspectors to access a 
broader range of electronic information while 
in the field conducting inspections. 

This recommendation is already addressed in 
this project.  That is:  enable wifi in the field on 
departmental laptops. 

38 Consider utilising a range of social media to 
enhance the dissemination of relevant 
information to employers. 

This recommendation has already been 
addressed in the social media (Twitter) project. 

39 Review the availability of information in hard 
copy to Inspectors to ensure supply meets 
demand. 

WorkSafe is moving to electronic use of 
publications.  However, most publications are 
available in PDF from on the Commerce internet. 

40 Review the current and potential IT and 
telephone functionality and identify changes 
required to better support the role of the 
Inspectors. 

This recommendation is already addressed in 
this project.  That is:  tablet trial, smart phone 
trial. 

41 Current use and possibilities for the system in 
its current form to be investigated to identify 
those practices that can enhance 
effectiveness and maximise the benefit from 
the existing system. 

The WISE system is regularly used.  WISE is 
currently an IT project.  Consistency of use will 
be addressed by management. 

42 Desired enhancements be identified and cost-
benefit cases for developing these be 
investigated. 

Enhancements are continually considered.  
Those which are widely relevant and cost 
effective are undertaken. 
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3. Project Exceptions 

3.1 Impact on Timeline and Budget 
This section details the exceptions to the original project plan such as a change to the budget or timeline 
beyond the project tolerances. All exceptions should have had an approved Exception Report to authorise 
the variance. 

Exception Report No. Description of Exception Date Endorsed 

n/a   

 
 

4. Quality Review of Products 

List the project control documents that were completed during the project, e.g. Project Proposal, Project 
Initiation Document, Implementation Plan etc. 

Product Sign-off Date 

Proposal 31 August 2012 

Implementation Plan  

 
 

5. Follow on Actions  

5.1 Unresolved Project Issues 
Not applicable  

5.2 Ongoing Risks 
Risk to progressing the recommendations relate to decisions about departmental policy and practice, 
which does not permit the full use of smart phones.  Other risks are whether or not the budget supports all 
recommendations. 

5.3 Ongoing Training Needs 
Not applicable 

5.4 Other Activities 
Other activities include: 

- the purchase of video conferencing equipment, tablet devices and smart phones 

- negotiation to enable wifi at Westcentre and on devices (tablets, laptops, smart phones)  

- the selection of staff to trial tablets and smart phones 

- negotiation to develop a ‘bring your own device policy’ for Commerce 

- the allocation of a WorkSafe resource to develop a WorkSafe wiki and to maintain the intranet 

- coordinate the development of electronic forms 



Managerial Leadership 
The WorkSafe Way 

Welcome  

• About today 

• About tomorrow 

 

 



Managerial Leadership 
The WorkSafe Way 

Why have a system of leadership? 

 

 

 

 



Managerial Leadership 
About Managerial Leadership 

The System works on the premise that: 
• management is about getting the work done 
• leadership is about influencing behaviour 
• a managerial leader is a person who has formal authority 

to set the direction for another  
• a managerial leader is accountable for the behaviour and 

performance of their team 
• each managerial leader has a role to create and maintain 

conditions which enable their staff to carry out their work in 
an informed, productive and harmonious environment 
unencumbered by negative human or procedural elements   

 



Managerial Leadership 
The WorkSafe Way 



Diversity - we all think differently 

 



Managerial Leadership 
The WorkSafe Way 

What is work? 
• Work is a mental process: work is innovation, 

creativity and imagination 

• Adult work is the exercise of discretion to solve a 
problem over time within set limits.   

• Human beings have a built-in psychological need to 
work to their full capability and always look for ways of 
doing that.  They are already motivated. 

• Our ability to work is enhanced by mutual trust and 
reduced by fear 

 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

What is trust? 
The ability to rely upon another person to: 

• to be truthful  

• do what you say you will do 

• apply their capabilities to the best of their ability 

• follow the established rules and customs 

• take personal responsibility for your actions 

 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

The pillars of the Managerial Leadership 
system are: 
• Principles 

• Concepts 

• Accountabilities and Authorities 

• Reflective, Assessment and Enabling Tools  

 

 



Managerial Leadership 
The WorkSafe Way 

What are the Managerial Leadership principles? 

• behave with integrity 

• lead by example 

• be compassionate and courageous 

• drive continuous personal development and business 
innovation 

 

 

 



Managerial Leadership 
The WorkSafe Way 

What are the Managerial Leadership concepts? 

• solid foundations 

• managerial collaboration 

• the manager – employee relationship 

• shared language 

• level of complexity 

• role balance 

 

 

 



Managerial Leadership Concepts 
Solid Foundations 

The solid foundations  concept is about 
understanding that the success of any 
organisation is based on the strength, clarity 
and quality of its: 

-  vision 

-  leadership 

-  business systems 

-  culture 



Managerial Leadership Concepts 
Managerial Collaboration 

The managerial collaboration  concept is about 
understanding that: 

• WorkSafe is one-team 

• all roles are important in achieving our vision 

• we are all different - this is a good thing 

• collaboration achieves better results 

• WorkSafe leadership is united 



Managerial Leadership Concepts 
Manager – Employee  relationship 

The manager-employee relationship concept is 
about recognising how vital this relationship is 
towards achieving our vision.   

• a strong relationship is built on trust and 
respect 

• a  key element of the managerial leadership 
system is that every person has one formal 
manager 
 



Managerial Leadership Concepts 
Shared Language 

The shared language concept acknowledges 
that  a language which is shared is an 
important building block for efficient and 
effective communication.   

The consistent use of language throughout an 
organisation enables staff to quickly 
understand key concepts and directions.   



Managerial Leadership Concepts 
Level of Complexity 

The level of complexity concept is about 
appreciating how problem solving challenges 
become more complex with each increase in 
classification. 

• a key element of this concept is that each 
level of management must add value to the 
level below 

• for the vision to be achieved, everyone must 
work at the level of complexity required of 
the job 

 



Managerial Leadership Concepts 
Role Balance 

The role balance concept is about identifying 
the three main work areas where managerial 
leaders must to spend their time so as to meet 
all their accountabilities.  They are: 

• people work 

• planning work  

• technical work 



Managerial Leadership Concepts 
Role Balance 



Matched Accountabilities and Authorities 
SAR3I 

At WorkSafe, managerial leaders are 
accountable: 

• to set the direction for their staff  

• to build the capability of their staff 

• to exercise their authorities appropriately 

• to improve business systems and methods 

• for their behaviour and their teams’ behaviour  

• for their and their team’s effectiveness 
 
 
 



Matched Accountabilities and Authorities 
SAR3I 

The SAR3I concept is about managerial 
leaders having adequate authority to achieve 
their accountabilities. 
 
• sanction who comes into your team 
• assign tasks to your staff 
• review, recognise and seek to reward staff 
•  initiate due process  
 
 
 
 
 



Task Initiating role-relationship (TIRR) 

The TIRR concept is about how you share your 
human resources with other managerial 
leaders. 
 
 
 
 

 



Reflective Tools 
Values Continuum 

The values continuum tool is provides a 
framework for each managerial leader to 
deliberately and regularly take time to reflect 
on their decisions and actions: 

about acknowledging that employees will make 
up their own mind on how much or how little 
they trust and respect another person.  

• The importance of acting in ways which 
builds trust and earns respect 

 



Reflective Tools 
Values Continuum 

Dishonest ------------------- Honest 
Disrespect ------------------- Respect 
Unfairness ------------------- Fairness 
Distrust ------------------- Trust 
Cowardice ------------------- Courage 
Uncaring ------------------- Caring 

 



Reflective Tools 
Reflective Questions 

The reflective questions tool provides a 
framework for each managerial leader to 
deliberately and regularly take time to reflect 
on their: 

• behaviour, actions and decisions  

• against standards set out in the Commerce 
values, the WorkSafe Code of Behaviour 
and WorkSafe’s culture. 



Reflective Tools 
PSC Leadership Capability Profile 

The Public Sector Commissioner’s Leadership 
Capability Profile is a whole of government 
resource which sets out the expected actions 
and behaviours at a given classification. 

 

 

 



Assessment Tools 
Individual Capability Profile 

The individual capability profile tool provides a 
framework to identify all the elements which 
make an employee successful in their role.  It 
assists a managerial leader to understand why 
an employee is not achieving as expected.  
The nine elements are: 

• knowledge, skills, experience, qualifications  
and wisdom 

• values, preferences and inhibitors 

• level of complexity 



Assessment Tools 
Collective Capability Profile 

The collective capability profile tool provides a 
framework to understand  and assess the 
impact other factors have on an employee 
specifically the : 

• organisation’s individual capability profile 

• employee’s individual capability profile 

• manager’s individual capability profile 



Assessment Tools 
Working in-flow 

The working in-flow tool is about monitoring 
your staff’s capability and capacity to 
undertake their role.   

It is also about understanding the negative 
impacts on an employee when they are 
undertaking a role that is too small or too big 
for their ‘level of complexity’. 



Assessment Tools 
Working on-track 

The working on-track tool is about managerial 
leaders regularly monitoring their employees to 
ensure they are working on-track with the 
vision and mission and their energies balanced 
and are focussed on their tasks.   

The tool is also about managerial leaders 
understanding why people get diverted from 
their role and responsibilities and how to get 
them back on-track. 

 
 



Assessment Tools 
Working on-track 

When staff are working on-track, they 
understand : 

• the answer to the 4 questions 

• the WorkSafe way - our culture 

• our business systems and our public sector 
obligations 

• the CPQQRT for their job 

• their own capability profile 

• their relationship with you 
 
 

 



We all think differently 

 



Enabling Tools 
The 4 Questions 

The 4 questions tool is about managerial 
leaders answering the questions employees 
need to know, so they can better undertake 
and focus on their work.  The 4 questions are: 

• where are we going? 

• what’s my job? 

• how am I performing? 

• what’s my job future? 

 



Enabling Tools 
The 4 Questions 

When an employee  knows the answers to the 
4 questions, they know: 

• how their work contributes to vision 

• what is expected of them in their job 

• what you think of their behaviour and work 

• the direction of their short and long term 
future 



Enabling Tools 
Model of Work 

The model of work provides a framework for 
you to do your people work and think about how 
to match a person’s capability to a new task or 
major project.   

It requires you to understand and use each 
person’s individual capability profile to achieve 
a major task within the boundaries you set. 

It is about allowing staff to achieve the task in 
their own way not your way.  You provide the 
with, what, when and why (and coaching) and 
your staff provide the how. 



Enabling Tools 
Model of Work 

When you apply the model of work tool your 
staff will: 

 
• Understand the big picture and what the outcome 

must achieve 
• think before they act   
• use their individual capability to achieve the 

outcome 
• be accountable for their decisions and actions 
• accept feedback and coaching 



Enabling Tools 
Model of Work 

Quality  Quantity Resources Time 

Legislation  PS  
Framework 
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Strategy 
Tactics 

C
on

te
xt

 

Pu
rp

os
e 



Enabling Tools 
Task Assignment - CPQQRT 

The task assignment provides a formula to 
assist managerial leaders to communicate a 
clear description of what they want, so 
employees can do the best job the first time.  

Once given the CPQQRT, it is up to an 
employee to work out ‘how’ to achieve the 
‘what, with and when’.  It provides them with 
the freedom and accountability to use their 
individual capability to fulfil the task within the 
boundaries you set. 



Enabling Tools 
Teamwork Model 

The teamwork model provides a framework to 
guide managerial leaders when managing a 
large project or major task which needs 
contributions from a range of employees.  

An example would be a cross-branch 
collaboration on a joint project, such as any of 
the WorkSafe priorities. 

The model describes the major steps to 
consider when managing a project.   

also sets out the team leader and team 
member accountabilities  



Enabling Tools 
Performance Review and Development 

 



 
Experiential:  CPQQRT 

 
Table 2:  Effective Task Assignment 
Context  This element answers the question: Why are we doing this? 

The managerial leader needs to ensure the employee understands why the work is important and how it contributes to 
the vision.  Depending on the complexity of the task, the employee may also need further information, such as a 
description of the ‘big picture’; the historical background; and other issues he or she may not be aware of, like the 
competing or conflicting perspectives of stakeholders.  

Purpose This element answers the question: What needs to be achieved?   

The managerial leader needs to ensure the employee understands what needs to achieved and how the outcomes of 
their labour will be used. 

Quantity This element answers the question:  What is the scope of the work? 

The managerial leader needs to ensure the employee understands the scope of the work so that they are able to work 
on-track.  Without this information, the employee may over or under achieve on the outcome, or deliver an outcome 
which is inconsistent with the outcome sought. 

Quality 

  

This element answers the question:  What does a good job look like? 

The managerial leader needs to ensure they understand what a good job looks like before they ensure the employee 
understands the same picture.  Discussion must identify the physical and non-physical specifications necessary to achieve 
the required result.    

Resources This element answers the question:  What resources are available? 

This element puts boundaries on the resources a person can use.  Resources include: the employee’s time; money; 
materials; other people’s expertise and time, etc. 

Time This element answers the question:  When is this work due? 
 



Experiential:  Teamwork Model 

Table 3:  Teamwork Model 

Team Leader  
Accountabilities 

  Teamwork Steps   Team Member 
Accountabilities 

Explain   Context and Purpose   Understand 

Identify   Critical Issues   Contribute 

Seek and Listen   Contributions   Listen and Provide 

Make   Decisions   Acknowledge and Support 

Assign   Tasks   Clarify 

Monitor   Task Execution   Concentrate and Cooperate 

Provide   Coaching   Accept 

Provide   Review   Demand 



Experiential:  Working  on-track 



------ 
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09:30 (15 MINUTES)   - WELCOME AND ABOUT TODAY 

What’s happening today and why? 
 

Give overview - tell everyone: 

• The workshop 
- this workshop is only 6 hours long 
- actually 5 hours when you consider the breaks  - need to make those hours count 
- there are two comfort breaks (15 minutes each) and a lunch  of 30 minutes duration 

(10:45   - noon   -  2:15) 
 

• The background 
- when I introduced these successful concepts they were relevant to another agency 
- I’ve reshaped them to fit a public sector environment 
- some of the concepts come from the works of Elliott Jaques and Stephen Clement, 

from others and from myself. 
- now it’s time to make them your own 

 
• About today 

- you have all read the ML statement paper, at least a couple of times now 
- today will be about gaining a shared and more complex understanding 
- today will be more about giving information and less about receiving it 
- your responses will be used to make the 4th level managers workshop WorkSafe 

relevant 
- it will be your role to lead those workshops, so we need WorkSafe examples from you 

 
• Today we will: 

- discuss the concepts listed in the Managerial Leadership statement paper 
- undertake group exercises to explore how the concepts link 

 
What’s happening tomorrow? 
 

• About embedding this system 
•  

- each leader will be given a session to deliver in conjunction with me 
- I will work with you to assist you to deliver this session to 4th level managers 
- we will add improvements to the ML statement paper and distribute it to 4th level 

managers before their meeting. 
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09:45 (05 MINUTES)   - WHY HAVE A SYSTEM OF LEADERSHIP 

1. Question:  Why have a system of leadership – attendees to answer 

- Consistency 
- Choose the best methods each have to offer 
- People know what’s going on 

 
 

09:50 (05 MINUTES)   - ABOUT MANAGERIAL LEADER 

1. Read the slide 

2. Seek questions 

 

 09:55 (05 MINUTES)   - EVERYTHING IS CONNECTED 

 
 

Statement:  Everything is connected.  Although we haven’t started some 
projects and others and due for completion soon, we need to think in 
anticipation of how they all fit together. 

1. What drives what?   

- Does leadership drive culture, or does culture drive leadership? 
 

10:00 (05 MINUTES)   - (ILLUSION) 

 
1. What do you see first?  (duck or rabbit)  Can you see both? 

2. Statement:  We all see, hear and experience things differently.  
This is a really good thing – if we all saw only the same picture we 
would find innovation very difficult.  If we all saw the same 
picture, we couldn’t understand opposing views. But we must 
remember the value of diversity 

3. Because all see, hear and experience things differently, managerial leaders have a role 
to ensure we are all on the same page.  We can’t achieve our vision when one person 
is thinking duck and the other is hearing rabbit. 
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10:05 (10 MINUTES)   - WHAT IS WORK?  

1. Read the slide 

2. Statement:  Work is about thinking.  We must think, plan, and apply judgement etc, 
before we act.   

3. Question:  What are the repercussions of acting before thinking?  

- Mistakes – less than the best effort results 
- Rework – costs time and money 
- Loss of reputation – lack of trust 

 

10:15 (10 MINUTES)   - WHAT IS TRUST? 

1. Read the slide 

2. Statement: Trust is the centre point to everything.  No one willing follows a leader 
they don’t trust.   

3. Question:  What are the repercussions of breaching trust? 

- Loss of reputation –  
- . 
- . 

10:25 (05 MINUTES)   - THE PILLARS OF THE ML SYSTEM 

1. Read the slide 

- 4 principles 
- 6 concepts 
- 4 authorities 
- 11 tools 

 

10:30 (10 MINUTES)   - WHAT ARE THE PRINCIPLES OF THE ML SYSTEM 

1. Read the slide 

2. Why do we have principles? 

- clarity 
- focus 
-  

3.  To drive our thoughts, decisions and actions   
4. As a reminder we also have: 

- principles of set out in the act (s 7, 8 and 9) 
- Code of ethics 
- Commerce Code of conduct and Values 
- Code of behaviour 
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10:40 (05 MINUTES)   - WHAT ARE THE CONCEPTS OF THE ML SYSTEM? 

1. Read the slide  

2. Question:  What are the concepts?   

 

10:45 (10 MINUTES)   - MORNING BREAK 

 
 

10:55 (10 MINUTES)   - SOLID FOUNDATIONS 

 
1. Read the slide. 

2. EMC discussion:   What does concept mean to you?   

- consistency 
 

3. How can a disjointed approach to leadership affect our ability to meet our vision 

4. How can a disjointed approach to leadership affect our ability to form a strong culture: 

- People will be confused  
- People will feel ok to take a disjointed approach to their work 
- People will pick and choose who to follow 
- Time and $ will be wasted with ‘rework’ 

 

5. Given this work shop is focused on leadership.   What can good leadership do for you? 

- gets things done quicker and better 

- makes you look good - more respect  

- makes your work easier as you can trust your staff 

 

11:05 (10 MINUTES)   - MANAGERIAL COLLABORATION 

 
1. EMC discussion:  What is this concept about? 

2. Read the slide 

3. Discuss how we currently work in collaboration 

4. What inhibits collaboration? 
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11:15 (10 MINUTES)   - MANAGE EMPLOYEE RELATIONSHIP 

1.  EMC discussion:  What is this concept about? 

1. Read the slide 

2. Seek example of how someone created a strong relationship 

 
 

11:25 (05 MINUTES)   - SHARED LANGUAGE 

1. EMC discussion:  What is this concept about? 

2. Read the slide 

3. What else can shared language do? 

 
 

11:30 (15 MINUTES)   - LEVEL OF COMPLEXITY 

 
1. Read the slide 

2. Describe the concept 

3. Statement: People will think at their level of complexity – regardless of 
their job.    

4. What happens when a person thinks at a higher level of complexity than required of 
their job? 

- They will try to do the work of the job above them 
-  

5. Question:  How will you manage this situation? 

- Mentor, coaching 
 

6. What happens when a person thinks at a lower level of complexity than required of 
their job? 

- They will try to do the work of the job below them 
 

7. Question:  How will you manage this situation  

- Mentor, coaching 
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Complexity of tasks 

- Direct action in immediate situation - workers 
- Diagnostic accumulation (4th level managers) – tactics 
- Alternative serial plans (3rd level managers) - strategy 
- Mutually Interactive Programs (2nd level managers) - vision 
 

• the Executive Director is accountable for creating WorkSafe’s vision and mission 
• directors are accountable for creating strategy and policy to support the above 
• managers are accountable for creating tactics and practices to support the above 

 

 

11:45 (15 MINUTES)   - ROLE BALANCE 

 
  

1. EMC discussion:  What is this concept about? 

2. Use next slide to identify what happens when people don’t do the role 
balance relevant to their job? 

3.  

  

12:00 (10 MINUTES)   - MATCHED ACCOUNTABILITIES AND AUTHORITIES  

1. What are managerial leaders accountable for? 

2. What’s your understanding of this concept?  Anything to add? 

 
 
 

 
 

12:10 (10 MINUTES)   - TIRR 

 
 

1. How do you currently share your staff? 

- Ie, projects, administrative staff, committees 
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12:20 (05 MINUTES)   - VALUES CONTINUUM 

 
  
 

1. Read the slide 

2. Question:  How do you gain trust 

- Communicate the rationale for your decisions 
- Consider contributions 

3. How do you build a trusting team 

 

Dishonest ------------------- Honest 
Disrespect ------------------- Respect 
Unfairness ------------------- Fairness 
Distrust ------------------- Trust 
Cowardice ------------------- Courage 
Uncaring ------------------- Caring 

 
 

12:25 (02 MINUTES)   - PSC LEADERSHIP CAPABILITY PROFILE 

 
1. This document  

 

12:30 (03 MINUTES)   - REFLECTIVE QUESTIONS 

 
 
  

1. Read slide 

 

 

 

 

12:30 (30 MINUTES)   - LUNCH BREAK 
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13:00 (10 MINUTES)   - INDIVIDUAL CAPABILITY PROFILE 

 
 

1.  Statement:  We traditionally recruit on skills, knowledge qualifications 
and experience.  But other factors that affect a person’s ability to do 
their job are : 

 

2. Discuss:  values, preferences and inhibitors (resilience, work ethic, health, family 
responsibilities) 

3. How will you apply this framework? 

 

 

 

13:10 (10 MINUTES)   - COLLECTIVE CAPABILITY PROFILE 

 
 

1.  Read the slide 

2. How does the organisation affect workers? 

3. How do you affect your worker? 

4. Who is responsible for a worker not being as effective or focused as 
they should be  

Statement: This tool is a reminder for you to reflect on how your capability as a 
managerial leader and how WorkSafe’s business systems affect each individual’s 
capacity to deliver on their work.  If we don’t consider the whole picture we may 
commence corrective action on an individual and see no improvement and perhaps a 
reduction in performance due to perceived unfairness.  

 

13:20 (05 MINUTES)   - WORKING IN-FLOW 

   
          

1. Read the slide 

2. How do you keep your staff working in-flow? 
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13:25 (05 MINUTES)   - WORKING ON-TRACK 

 
 

1. Read the slide. 

2. Move one:  have experiential later 

 

 

 

13:30 (00 MINUTES)   -  (ILLUSION) 

 
1. Remember 

- We all see, hear and experience things differently 
- Managers have a role to ensure clarity 
- Diversity is valuable 

 

 

 

 

13:30 (05 MINUTES)   - THE 4 QUESTIONS 

 

 

1. Question:  What are the 4 Questions? 

- Where are we going 
- What’s my job?  

- How am I performing? 
- What’s my future?  
-  

2. Question:  How do you benefit when you have invested time in answering the 
4 questions? 

- concentrate on their work 
- get things done 
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13:35 (10 MINUTES)   - MODEL OF WORK 

 
  

1. The model of work is about you ensuring your subordinates know 
what they need to know in order to go off on their own to do their 
work. 

2. It’s an enabling tool to assist you to understand how to keep their 
staff working in-flow now. And as their capabilities grow over time. 

3. Describe the components of the model of work 

 

4. Question:  what happens if a person doesn’t have the model described to them? 

- Draw:  they come back and ask you to do their thinking for them? Ie: tell me what to 
do – really asking how to do it – relationship opportunity to coach. 

 
- Draw:  they go off and do the wrong thing 
 
- Draw: they get stuck and may be too scared to come and let you know they are stuck.  

They waste time.  Relationship opportunity to build capability 
 
How do staff feel when they go off track? 
 
How would they feel about you helping them in a respectful way to get back on track 

without their negative fears eventuating? 
 

 

13:45 (10 MINUTES)   - CPQQRT 

 
             

1. Read the slide. 

2. What does CPQQRT stands for:  

- context, purpose, quality, quantity, resources and time.   
 

3. When staff have a clear task assignment, the know: 

- Why are we doing this? 
- What do you want? 
- What does a good job look like? 
- What can I or can’t I use? 
- When do you need it by? 
-  

4. Move one:  have experiential later 
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5. What happens if you don’t know what the end result looks like?  

- it wastes your employees time 
- your employee may think you don’t know what 

     

13:55 (10 MINUTES)   - TEAMWORK MODEL 

 
1. Read the slide. 

2. Discuss steps and accountabilities 

3. Move one:  have experiential later 

 
 
 

Table 3:  Teamwork Model 

Team Leader  
Accountabilities 

 Teamwork Steps  Team Member 
Accountabilities 

Explain  Context and Purpose  Understand 

Identify  Critical Issues  Contribute 

Seek and Listen  Contributions  Listen and Provide 

Make  Decisions  Acknowledge and Support 

Assign  Tasks  Clarify 

Monitor  Task Execution  Concentrate and Cooperate 

Provide  Coaching  Accept 

Provide  Review  Demand 

 

 
 
 

14:05 (10 MINUTES)   - BREAK 
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14:15 (15 MINUTES)   - GROUP EXPERIENCIAL (Working on-track) 

1. Read slide 

2. Who is responsible for a person veering from their track? 

 

14:30 (15 MINUTES)   - GROUP EXPERIENCIAL (CPQQRT) 

 
Context:  Bob is a highly capable and experienced investigator.  He has an extensive a background 
safety investigation, but he is new to WorkSafe.   He’s been tasked to undertake his first significant 
investigation. 
 

1. Instructions:  Give him a comprehensive task assignment using the CPQQRT model 

2. Seek responses from all attendees 

 

14:45 (15 MINUTES)   - GROUP EXPERIENCIAL (Teamwork Model) 

 
Context:  You have an accountability to lead the Managerial Leadership system within WorkSafe.  Now 
that you all have a greater shared understanding of the four pillars and how to use them, you have a 
role increase the shared understanding of the 4th level managers. 
 
Preparation:  I will pick three to act as leaders and three to act as team members 
 

1. Instructions:  Use the teamwork model to  

 

15:05 (20 MINUTES)   - GROUP DISCUSSION (sustainability and consistency) 

Context:   
 

1. Instructions:   

 

 

 15:25 (05) CLOSE – WE WORK IN PUBLIC SERVICE ENVIRONMENT  
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Managerial Leadership – EMC workshop 

27 May 2013  

 

July 2013           Page 15 of 15 
 

 
Questions 

1. How do you add value? 

2. How will that earn trust? 

3. How does that affect the manager-employee relationship? 

 
METHOD - Understanding the concepts: 
 

1. Pick a person to explain the concept to another person.  

2. Then ask the others if they have a different explanation?   

3. Ie:  Robyn, can you explain the solid foundations concept to Chris.  Chis, is that how 
you thought of it?  Everyone, what are your thoughts? 

 



Managerial Leadership 
The WorkSafe Way 

Welcome  

• About today 

• About tomorrow 

 

 



Managerial Leadership 
The WorkSafe Way 

http://www.youtube.com/watch?v=Pk7yqlTMvp8


Managerial Leadership 
The WorkSafe Way 

Why have a system of leadership?  



Managerial Leadership 
About Managerial Leadership 

The System works on the premise that: 
• management is about getting the work done 
• leadership is about influencing behaviour 
• a managerial leader is a person who has formal authority 

to set the direction for another  
• a managerial leader is accountable for the behaviour and 

performance of their team 
• each managerial leader has a role to create and maintain 

conditions which enable their staff to carry out their work in 
an informed, productive and harmonious environment 
unencumbered by negative human or procedural elements   
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Managerial Leadership 
The WorkSafe Way 

 

 

Managerial Leadership Bingo 

 

 

 



Managerial Leadership Bingo 
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Diversity - we all think differently 
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What is work? 
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Managerial Leadership 
The WorkSafe Way 

 

 

 

 

  



Managerial Leadership 
The WorkSafe Way 

What is work? 
• Work is a mental process: work is innovation, 

creativity and imagination 

• Adult work is the exercise of discretion to solve a 
problem over time within set limits.   

• Human beings have a built-in psychological need to 
work to their full capability and always look for ways of 
doing that.  They are already motivated. 

• Our ability to work is enhanced by mutual trust and 
reduced by fear 
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What is trust? 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

What is trust? 
The ability to rely upon another person to: 

• to be open or where they can’t to be truthful about it 

• do what you say you will do 

• apply their capabilities to the best of their ability 

• follow the established rules and customs 

• take personal responsibility for your actions 

 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

The four pillars of the managerial leadership 
system consist of: 
• principles 

• concepts 

• accountabilities and authorities 

• reflective, assessment and enabling tools  

 

 



Managerial Leadership 
The WorkSafe Way 

What are the managerial leadership principles? 

• behave with integrity 

• lead by example 

• be compassionate and courageous 

• drive continuous personal development and business 
innovation 

 

 

 



Managerial Leadership 
The WorkSafe Way 

What are the managerial leadership concepts? 
• solid foundations 
• managerial collaboration 
• the manager – employee relationship 
• shared understanding 
• level of complexity 
• role balance 
 

• matched accountabilities and authorities 
• task initiating role relationships (TIRR) 
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Morning Break 
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Managerial Leadership Concepts 
Solid Foundations 

The solid foundations  concept is about 
understanding that the success of any 
organisation is based on the clarity, strength  
and quality of its: 

-  vision 

-  leadership 

-  business systems 

-  culture 



Managerial Leadership Concepts 
Solid Foundations 
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Managerial Leadership Concepts 
Managerial Collaboration 

The managerial collaboration  concept is about 
understanding that: 

• WorkSafe is one-team 

• all roles are important in achieving our vision 

• we are all different - this is a good thing 

• collaboration achieves better results 

• WorkSafe leadership is united 



Managerial Leadership Concepts 
Managerial Collaboration 
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Managerial Leadership Concepts 
Manager – Employee  relationship 

The manager-employee relationship concept is 
about recognising how vital this relationship is 
towards achieving our vision.   

• a strong relationship is built on trust and 
respect 

• a  key element of the managerial leadership 
system is that every person has one formal 
manager 
 



Managerial Leadership Concepts 
Manager – Employee  relationship 

 



Diversity - we all think differently 
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Managerial Leadership Concepts 
Shared Understanding 

The shared understanding concept 
acknowledges the importance all staff 
understanding their environment, what is 
required of them and why. 

The consistent use of language throughout an 
organisation enables staff to quickly 
understand key concepts and directions.   

Sharing understanding involves including and 
engaging staff.  You have a role to create a 
culture which shares information and 
knowledge. 

 



Managerial Leadership Concepts 
Shared Understanding 
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Managerial Leadership Concepts 
Level of Complexity 

The level of complexity concept is about 
appreciating how problem solving challenges 
become more complex with each increase in 
classification. 

• a key element of this concept is that each 
level of management must add value to the 
level below 

• for the vision to be achieved, everyone must 
work at the level of complexity required of 
the job 
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Lunch Break 
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Managerial Leadership Concepts 
Role Balance 

The role balance concept is about identifying 
the three main work areas where managerial 
leaders must to spend their time so as to meet 
all their accountabilities.  They are: 

• people work 

• planning work  

• technical work 
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Managerial Leadership Concepts 
Role Balance 
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SAR3I 

 
 
 



Matched Accountabilities and Authorities 
SAR3I 

At WorkSafe, managerial leaders are 
accountable: 

• to set the direction for their staff  

• to build the capability of their staff 

• to exercise their authorities appropriately 

• to improve business systems and methods 

• for their behaviour and their teams’ behaviour  

• for their and their team’s effectiveness 
 
 
 



Matched Accountabilities and Authorities 
SAR3I 

The SAR3I concept is about managerial 
leaders having adequate authority to achieve 
their accountabilities. 
 
• sanction who comes into your team 
• assign tasks to your staff 
• review, recognise and seek to reward staff 
• initiate due process  
 
 
 
 
 



Matched Accountabilities and Authorities 
SAR3I 

 
 
 



Task Initiating role-relationship (TIRR) 

 
 
 
 

  



Task Initiating role-relationship (TIRR) 

The TIRR concept is about how you share your 
human resources with other managerial 
leaders. 
It supports the SAR3I concept by providing 
clarity to managers and to staff about when 
and how people can report to more than one 
manager. 
 
 
 

 



Task Initiating role-relationship (TIRR) 
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Word Puzzle 
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Reflective Tools 
Values Continuum 

The values continuum tool is provides a 
framework for managerial leaders to 
deliberately and regularly take time to reflect 
on their decisions and actions: 

We need to acknowledge that employees will 
make up their own mind on how much or how 
little they trust and respect us.  

• The importance of acting in ways which 
builds trust and earns respect 

 



Reflective Tools 
Values Continuum 

Dishonest ------------------- Honest 
Disrespect ------------------- Respect 
Unfairness ------------------- Fairness 
Distrust ------------------- Trust 
Cowardice ------------------- Courage 
Uncaring ------------------- Caring 

 



Reflective Tools 
Values Continuum 



Reflective Tools 
PSC Leadership Capability Profile 

The Public Sector Commissioner’s Leadership 
Capability Profile is a whole of government 
resource which sets out the expected actions 
and behaviours at a given classification. 
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Reflective Tools 
Reflective Questions 

The reflective questions tool provides a 
framework for each managerial leader to 
deliberately and regularly take time to reflect 
on their: 

• behaviour, actions and decisions  

• against standards set out in the Commerce 
values, the WorkSafe Code of Behaviour 
and WorkSafe’s culture. 



Reflective Tools 
Reflective Questions 
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Afternoon Break 
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Assessment Tools 
Individual Capability Model 

The individual capability model provides a 
framework to identify all the elements which 
make an employee successful in their role.  It 
assists a managerial leader to understand why 
an employee is not achieving as expected.  
The nine elements are: 

• knowledge, skills, experience, qualifications  
and wisdom 

• values, preferences and inhibitors 

• level of complexity 
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Assessment Tools 
Collective Capability Model 

The collective capability model provides a 
framework to understand  and assess the 
impact other factors have on an employee 
specifically the: 

• organisation’s individual capability profile 

• employee’s individual capability profile 

• manager’s individual capability profile 



Assessment Tools 
Collective Capability Model 
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Assessment Tools 
Working in-flow 

The working in-flow tool is about monitoring 
your staff’s capability and capacity to 
undertake their role.   

People’s capacity ebbs and flows when they 
take on different work or work with an 
increased level of complexity. 

This concept requires managerial leaders to 
understand and minimise the negative impacts 
on an employee when they are undertaking a 
role that is too small or too big for their level of 
complexity. 



Assessment Tools 
Working in-flow 



Assessment Tools 
Working on-track 

 
 



Assessment Tools 
Working on-track 

The working on-track tool is about managerial 
leaders regularly monitoring their employees to 
ensure they are working on-track with the 
vision and mission and their energies balanced 
and are focussed on their tasks.   

The tool is also about managerial leaders 
understanding why people get diverted from 
their role and responsibilities and how to get 
them back on-track. 
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Assessment Tools 
Working on-track 

When staff are working on-track, they 
understand : 

• the answer to the 4 questions 

• the WorkSafe way - our culture 

• our business systems and our public sector 
obligations 

• the CPQQRT for their job 

• their own capability profile 

• their relationship with you 
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Quick ‘stretch’ Break 

 

 

 



We all think differently 
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Enabling Tools 
The 4 Questions 

The 4 questions tool is about managerial 
leaders answering the questions employees 
need to know, so they can better undertake 
and focus on their work.  The 4 questions are: 

• where are we going? 

• what’s my job? 

• how am I performing? 

• what’s my job future? 
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The 4 Questions 

 



Enabling Tools 
The 4 Questions 

When an employee  knows the answers to the 
4 questions, they know: 

• how their work contributes to vision 

• what is expected of them in their job 

• what you think of their behaviour and work 

• the direction of their short and long term 
future 
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Enabling Tools 
Task Assignment - CPQQRT 

The task assignment provides a formula to 
assist managerial leaders to communicate a 
clear description of what they want, so 
employees can do the best job the first time.  

Once given the CPQQRT, it is up to an 
employee to work out ‘how’ to achieve the 
‘what, with and when’.  It provides them with 
the freedom and accountability to use their 
individual capability to fulfil the task within the 
boundaries you set. 



 
CPQQRT 

 
Table 2:  Effective Task Assignment 
Context  This element answers the question: Why are we doing this? 

The managerial leader needs to ensure the employee understands why the work is important and how it contributes to 
the vision.  Depending on the complexity of the task, the employee may also need further information, such as a 
description of the ‘big picture’; the historical background; and other issues he or she may not be aware of, like the 
competing or conflicting perspectives of stakeholders.  

Purpose This element answers the question: What needs to be achieved?   

The managerial leader needs to ensure the employee understands what needs to achieved and how the outcomes of 
their labour will be used. 

Quantity This element answers the question:  What is the scope of the work? 

The managerial leader needs to ensure the employee understands the scope of the work so that they are able to work 
on-track.  Without this information, the employee may over or under achieve on the outcome, or deliver an outcome 
which is inconsistent with the outcome sought. 

Quality 

  

This element answers the question:  What does a good job look like? 

The managerial leader needs to ensure they understand what a good job looks like before they ensure the employee 
understands the same picture.  Discussion must identify the physical and non-physical specifications necessary to achieve 
the required result.    

Resources This element answers the question:  What resources are available? 

This element puts boundaries on the resources a person can use.  Resources include: the employee’s time; money; 
materials; other people’s expertise and time, etc. 

Time This element answers the question:  When is this work due? 
 



Enabling Tools 
Task Assignment - CPQQRT 



Enabling Tools 
Teamwork Model 



Enabling Tools 
Teamwork Model 

The teamwork model provides a framework to 
guide managerial leaders when managing a 
large project or major task which needs 
contributions from a range of employees.  

An example would be a cross-branch 
collaboration on a joint project, such as any of 
the WorkSafe priorities. 

The model describes the major steps to 
consider when managing a project.   

This model sets out the team leader and team 
member accountabilities  



Enabling Tools 
Teamwork Model 



Teamwork Model 

Table 3:  Teamwork Model 

Team Leader  
Accountabilities 

  Teamwork Steps   Team Member 
Accountabilities 

Explain   Context and Purpose   Understand 

Identify   Critical Issues   Contribute 

Seek and Listen   Contributions   Listen and Provide 

Make   Decisions   Acknowledge and Support 

Assign   Tasks   Clarify 

Monitor   Task Execution   Concentrate and Cooperate 

Provide   Coaching   Accept 

Provide   Review   Demand 
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Jumping through hoops 

 

 

 



Enabling Tools 
Model of Work 



Enabling Tools 
Model of Work 

The model of work provides a framework for 
you to do your people work and think about how 
to match a person’s capability to a new task or 
major project.   

It requires you to understand and use each 
person’s individual capability profile to achieve 
a major task within the boundaries you set. 

It is about allowing staff to achieve the task in 
their own way not your way.  You provide the 
with, what, when and why (and coaching) and 
your staff provide the how. 



Enabling Tools 
Model of Work 

Quality  Quantity Resources Time 

Legislation  PS  
Framework 

Stake holders Vision 
Strategy 
Tactics 

C
on

te
xt

 

Pu
rp

os
e 



Enabling Tools 
Model of Work 

When you apply the model of work tool your 
staff will: 
• understand the big picture   
• understand what the task needs to achieve 
• be think before they act   
• use their individual capability to achieve the 

outcome 
• take personal responsibility for their decisions 

and actions 
• accept feedback and coaching 



Managerial Leadership Icons 



Managerial Leadership 
The WorkSafe Way 

Any Questions? 

• About today? 

• About the system? 

• About tomorrow - what topics would you like more 
coverage on? 
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09:00 (05 MINUTES)   -  - WELCOME AND ABOUT TODAY 

What’s happening today? 
- this workshop is only booked from 9 to 4  
- there are two breaks (15 mins each) and 30 mins for lunch  
- these will occur at about 10:45   - noon   -  2:15 

 

You have all read the ML statement paper; this means you have started to gain an 
individual understanding about the principles, concepts, accountabilities and tools which 
forms this system.  Thank you for taking the time to prepare for today by reading the 
paper.   

- EMC had one-day session on 27 May 2013 
- today will be about expanding that understanding 
- today will be also be about calibrating our understanding so we can build a 

shared understanding 
- this is our system of leadership and the contents will form part of our 

managerial leadership toolkit 
 
 

What’s happening tomorrow? 

A ½ day in July and a further ½ day in August will be organised to: 
- explore links between concepts 
- understand how to use the tools 
- teamwork how to make the system work well – every day 

 
 

Refer to  for organisational stuff 
 

- I’ll be keeping time.  The longest session is 15 minutes.  So it’s a full day 
- Throughout the day you will be called upon to communicate the table’s 

view - To speed things up, I will allocate you with a number so you won’t 
need to decide who does what at the time. 

- When directors aren’t speaking they will join you at the table for discussion  
- As today’s timetable is tight, if you have questions which don’t get 

answered during each segment, write them down as we have a Q and A 
section at the end of the day or they can be addressed in the July and 
August workshops 

- At the end of the day, we will also ask you to identify which topics you want 
more coverage on during the two yet to be developed 1/2 day workshops. 

- Any questions before we start? 
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09:05 (03 MINUTES)   - - WHY HAVE A SYSTEM OF LEADERSHIP 

1 Watch Video (1 minute) 

2  to ask and answer the question (1 minute):  Why have a system of 
leadership? 

- Anticipated answers:  clarity, consistency, efficiency,  
 

3  to ask and answer the question (1 minute):  What is the impact of 
inconsistent leadership on staff: 

- Anticipated answers:  confusion, loss of trust, wasted time and energy, low 
morale, loss of reputation 

 
 

09:08 (02 MINUTES)   -  - ABOUT MANAGERIAL LEADER 

1 Show slide:  Talk to the slide 

2 Statement:  This is our system, our standards.  Learn it, practice it. 

3 Seek Questions 

 

 

 09:10 (05 MINUTES)   -  - EVERYTHING IS CONNECTED 

 
1 Show icon slide 

2 Main message:  Everything is connected.  Although we 
haven’t started some projects and others are due for completion soon, we need 
to think in anticipation about how they all fit together. 

3 General discussion (2 minutes):  Ask whole group:  What drives what?   Ie, does 
leadership drive culture, or does culture drive leadership,  

Answer:   Leadership drives culture because leadership is accountable for what 
an organisation achieves and how it achieves it. 
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09:15  (15 MINUTES)  -  - MANAGERIAL LEADERSHIP BINGO 

 
1 :  Instructions (2 minutes):   

Your task is to complete the managerial leadership bingo sheet.   

- Context:   the managerial leadership system contains concepts and tools 
which I expect you were already familiar with before the managerial 
leadership statement paper was written.  What we have done is to decide 
which concepts and tools we will use in our managerial leadership tool kit.    

- The purpose of this exercise is to become familiar with the icons  

- Quality:  the task requires 100% accuracy and a bit of humour 

- Quantity:  you will work in teams of two.   will hand out one bingo 
sheet per team.  There are 25 words or icons to identify 

- Resources:  you and your team member, 1 bingo sheet, and the PowerPoint 
slide. 

Time:  13 minutes or call bingo as soon as your sheet is complete 

 
 

2 :  call out managerial words.  (  to show icons on slides) 

 

 

3   Handover to  who will talk about matters which are central to the 
managerial leadership system system: 

- the value of diversity 
- the importance of trust  
- what we considered to be work 
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09:30 (10 MINUTES)   -  - DIVERSITY – WE ALL THINK DIFFERENTLY 

 
1 Show slide for a couple of seconds  

2 Question (1 minute):  What do you see first?  (duck or 
rabbit) 

3 Group discussion (3 minutes):  What does workplace 
diversity mean to you? 

4 Group discussion (2 minutes):  What is the value of workplace diversity? 

5 Main message:  Diversity is valuable.  We all see, hear and experience things 
differently.  This is a really good thing – if we all saw the same picture we would 
find innovation very difficult.  If we all saw the same picture, we couldn’t be 
able to understand opposing points of view.  As managerial leaders we must 
seek out and consider diverse points of view. 

6 Main message:  Because all see, hear and experience things differently, 
managerial leaders have a role to ensure we are all on the same page.  
Sometimes this takes a bit of effort.  It involves understanding what people 
need in order to understand your communications. 

7 Main message: We can’t achieve our vision when one person is talking duck and 
the other is hearing rabbit. 

8 Seek comments or questions:  (if time permits) 
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09:40 (15 MINUTES)   -  - WHAT IS WORK?  

1 Show slide: 

2 Group discussion (3 minute):   Work:  we do it every day, we get paid to do it, 
but what is it.  What is work?   

3 Show ‘unacceptable work’ slides (2 minute).  Talk to the slide –  

- Ask what’s wrong with this picture.   
-  
Has the effort and resources put in to this task, work?  What are the 
repercussions of these actions?  Action happened here, but not work. (ie, would 
you pay for this? Or would you require it to be fixed –  until it worked) 

4 Show slide (1 minute):  Talk to the slide - Work is about thinking.  We must 
think, plan, and apply judgement etc, before we act.   

5 Table  exercise (6 minutes) 

- Each table is to discuss the questions for 2 minutes.   
- Each table rep (No. 1) to report the table views for 1 minute. 

 
Question:  What are the repercussions of acting without thinking the issues 
through?  

Some anticipated answers: 

- mistakes –  outcome doesn’t work 
- less than the best effort results 
- Rework – costs time and money 
- Loss of reputation – hard to gain, easy to lose 
- Lack of trust and lack of respect 
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09:55 (15 MINUTES)   -  - WHAT IS TRUST? 

1 Show blank slide: 

2 Main message (1 minute):  Trust is the centre point to everything.  No one 
willing follows a leader they don’t trust.  Managerial leaders need to earn and 
not breach the trust of their staff. 

3 Table exercise (10 minutes):   

- Each table is to discuss the allocated question for 6 minutes.   
- Each table rep (No. 2) to report the table views for 1 minute. 

 
Questions:   

- Table 1 – ID five things which would increase trust 
- Table 2 – ID five things which would increase trust  
- Table 3 – ID five things which would reduce trust  
- Table 4 – ID five things which would reduce trust  
 

4 Show slide (1minute):  Talk to the slide  

5 Seek questions:  if time permits 

 

Handover to  who will briefly discuss: 

-  the four pillars of the managerial leadership system 
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10:10 (01 MINUTES)   -  - THE PILLARS OF THE ML SYSTEM 

1 Show slide (1 minute):  Talk to the slide.  The managerial leadership system has 
four pillars, being: 

- 4 principles 
- 6 concepts 
- 8 accountabilities and 7 authorities 
- 12 tools 

 
2 Main message:  outline your expectations for all managerial leaders to 

understand and use the system, and to contribute to its growth. 

10:11 (02 MINUTES)   -  - WHAT ARE THE PRINCIPLES OF THE ML SYSTEM 

1 Show slide (2 minute):  Talk to the slide.  Ask and answer the question:  Why do 
we have principles? 

- provide clarity and focus 
- drive our thoughts, decisions and actions   

 
2 As a reminder we also have: 

- general principles of public administration,  general principles of human 
resource management  and general principles of official conduct of set out 
in the Public Sector Management Act 1994  

- the WA Public Sector Code of Ethics 
- Commerce Code of Conduct and Values 
- WorkSafe Code of Behaviour 

 

10:13 (02 MINUTES)   -  - WHAT ARE THE CONCEPTS OF THE ML SYSTEM? 

1 Show slide (1 minute):  Talk to the slide.  Concepts and authorities. 
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Introduce  as the next speaker:   will talk about: 

- Solid foundations 
- Managerial collaboration 
- Manager-employee relationship 
- Shared understanding 
-  

Introduce morning break - attendees to be seated at 10:30 

 

10:15 (15 MINUTES)   - Morning Break 
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10:30 (15 MINUTES)   -  - SOLID FOUNDATIONS 

 
1 Show icon slide   

2 Table exercise (6 minutes):  

-  Each table is to discuss the questions for 2 minutes.   
-  Each table rep (No. 3) to report the table views for 1 minute. 

 
Question:   

- What does this concept mean to you and  
- Why is it important to WorkSafe?   

 
3 Show slide (1 minute):   talk to slide, provide clarity about concept.   

Answer:  To achieve our vision, we must have clear, strong and good quality 
leadership, business system and culture.   Our decisions and actions must align 
with public sector, commerce and WorkSafe values, etc. 

 

4 Table exercise (8 minutes ):    

- Each table is to discuss the questions for 3 minutes.   
- Each table rep (No. 4) to report the table views for 1 minute. 

 
Questions: 

- Identify 3 benefits to WorkSafe if this concept worked to its maximum 
potential  

 

Anticipated answers: 

o staff have a clear line of sight 
o fit for purpose systems enable efficient and effective service 
o less rework and less waste of time 
o . 
o . 

5 Close (1 minute):   address gaps, if any. 
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10:45 (15 MINUTES)   -  - MANAGERIAL COLLABORATION 

 
1 Show icon slide   

2 Table exercise (6 minutes):  

- Each table is to discuss the questions for 2 minutes.   
- Each table rep (No. 1) to report the table views for 1 minute. 

 
Questions:    

- What does concept mean to you? 
- Why is it important to the system?   

 
 

3 Show slide:   talk to slide, provide clarity about concept. 

4 Table exercise (8 minutes):    

- Each table is to discuss the questions for 4 minutes.   
- Provide one example of hindrance and one of helpfulness. 
- Each table rep (No. 2) to report the table views for 1 minute. 

 
Questions:   

- What hinders managerial collaboration?  
- What helps managerial collaboration?   

 

Anticipated answers: 

o Hinder:   
o Help:   
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11:00 (15 MINUTES)   -  - MANAGER-EMPLOYEE RELATIONSHIP 

 
1 Show icon slide 

2 Table exercise (6 minutes):  

- Each table is to discuss the question for 2 minutes.   
- Each table rep (No. 3) to report the table views for 1 minute. 

 
Question:   

- What does concept mean to you and why is it important to WorkSafe?   
 

3 Show slide (3 minutes):   talk to slide, provide clarity about concept.   

4 Group discussion:  (4 minutes)  

Deliver context   

- acknowledge all the arguments:  hard work. Less time, less resources, 
emotional work – draining.   

- managers to think of their relationship with their staff.   
- Relationship is not working, roles won’t be changing- both of you are 

competent and capable  
 

Question (3 minutes):   What are the strategies you can employ to 
restore/salvage a manager-employee relationship which is not optimal. 

 
5 Main messages (1 minutes):   

- Change your perspective; self-reflect; openness to person’s point of view, 
actions, decisions and their value – we are all different – thank goodness. 
Fresh and new eyes. 

- .. 
- .. 
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11:15 (15 MINUTES)   - - SHARED UNDERSTANDING 

 

1 Reminder (1 minute):  (duck /Rabbit): 

- We view things differently 
- Gaining shared understanding requires patience  

 

2 Show icon slide 

3 Table exercise (6 minutes):  

- Each table is to discuss the question for 2 minutes.   
- Each c to report the table views for 1 minute. 
 
Question:   

- What does concept mean to you and why is it important to WorkSafe?   
 

4 Show slide (3 minutes):   talk to slide, provide clarity about concept.   

5 Group discussion:  (5 minutes)  

- How do we build a shared understanding? 
 

Anticipated answers  

- Degree of understanding: 
- It’s about the little stuff 
 

 

 

Introduce  as the next speaker.   will talk about: 

- Level of complexity 
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11:30 (15 MINUTES)   -  - LEVEL OF COMPLEXITY 

 
1 Show icon slide 

2 Describe the concept (5 minutes) 

3 What makes work more complex? 

- Time to complete tasks 
- More abstract, less concrete 
- Link between cause and effect is less certain 
- More variables 
- Increasing rate of change of variables 
- Feedback is less certain  
-  

4 Complexity of tasks 

- Direct action in immediate situation - workers 
- Diagnostic accumulation (4th level managers) – tactics 
- Alternative serial plans (3rd level managers) - strategy 
- Mutually Interactive Programs (2nd level managers) - vision 
 

5 Group discussion (8 minutes) :   

- What happens when a person thinks at a level of complexity higher than 
required of their job? (They will try to do the work of the job above them 

- How will you manage this situation?  (Mentor, coaching) 
 

- What happens when a person thinks at a level of complexity lower than 
required of their job?  (they will try to do the work of the job below them) 

- How will you manage this situation?  (Mentor, coaching) 
 

6 Main messages (2 minutes):  

- People will think at their level of complexity – regardless of their job.    
- the Executive Director is accountable for creating WorkSafe’s vision and 

mission 
- directors are accountable for creating strategy and policy to support the 

above 
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- managers are accountable for creating tactics and practices to support the 
above 

 

 

Introduce as the next speaker.   will talk about: 
- role balance 
- matched accountabilities to authorities 
- task initiating role relationship 
 

Introduce lunch – attendees to be seated at 12:15 
 

11:45 (30 MINUTES)   - LUNCH 
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12:15 (15 MINUTES)   -  - ROLE BALANCE 

  
1 Show Icon slide 

2 Table exercise (6 minutes):  about understanding the role balance 
concept. 

- Each table is to discuss the question for 2 minutes.   
- Each table rep (No. 4) to report the table views for 1 minute. 

 
Question:  What does this concept mean to you?   

Table 1 – from your perspective  
Table 2 – from your staffs perspective  
Table 3 – from your manager’s perspective  
Table 4 – from the WS perspective  

 

3 Show slide (1 minute):  Talk to slide, provide clarity about concept after 
considering comments from the tables. 

 

4 Table exercise (8 minutes):   Show PPT diagrams.  Explain each diagram 
vertically (1 minute).   

- Each table is to discuss the questions for 3 minutes.   
- Each table rep (No. 1) to report the table views for 1 minute. 

 
Questions:  What is the impact on WorkSafe achieving its vision if the people, 
planning and technical work relevant to the following roles is not balanced?   

Table 1 – directors 
Table 2 – directors 
Table 3 – managers 
Table 4 – managers 
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12:30 (15 MINUTES)   -  - MATCHED ACCOUNTABILITIES AND AUTHORITIES  

  
1 Show icon slide 

2 Show slide (1 minute):  talk to slide about accountabilities 

3 Show icon slide 

4 Table exercise (6 minutes) - SARI Authorities  

- Each table is to discuss the question for 2 minutes.   
- Each table rep (No. 2) to report the table views for 1 minute. 

 
Question:  What does this concept mean to you?   

 

5 Show slide (1 minute):   Talk to slide, provide clarity about concept after 
considering table comments. 

6 General discussion (7 minutes) - links 

(John to work with all attendees to explore their understanding of how the 
SARI authorities link to other managerial leadership concepts and to other 
public sector, Commerce and WorkSafe obligations and resources.  Such as 
items listed on page 19 of your managerial leadership statement paper, ie: 
 
- Various legislations 
- Various regulations 
- Industrial awards and agreements 
- Codes, standards 
- Circulars, instructions, procedures 
- Commerce Schedule of Delegations, policy and systems 
- JDF 
-  
- ? 
-  

 



 
Managerial Leadership – 4th level manager 

workshop 
21 June 2013 

 

 

July 2013          Page 19 of 34 
 

 

12:45 (15 MINUTES)   -  - TASK INITATING ROLE RELATIONSHIP (TIRR) 

 
 

1. Show icon slide with Icon.   

2. Table exercise (6 minutes) 

- Each table is to discuss the question for 2 minutes.   
- Each table rep (No. 3) to report the table views for 1 minute. 

 

Question:  What does this concept mean to you?   

  

3. Show slide (1 minute):   Talk to slide, provide clarity about concept after 
considering comments from tables. 

 

4. Table exercise (7 minutes) 

- Each table is to discuss the question for 2 minutes.   
- Each table rep (No. 4) to report the table views for 1 minute. 

 

Question:  Identify three problems from this concept not being followed. 

Table 1 – from the perspective of WS 
Table 2 – from the perspective of the manager who takes the staff member  
Table 3 – from the perspective of manager the staff member reports to 
Table 4 – from the perspective of staff member 
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13:00 (15 MINUTES)   -  AND  - WORD PUZZLE 

 

Introduction (2 minutes):   to introduce game.   

- Each table forms a team 
- Each team shall select their team leader 
- At the end of the task, the team leader shall report back for one minute to 

communicate their strategy to solve the puzzles and to communicate their 
observations on how the team achieved the task. 

 
 

Task (8 minutes):  develop strategy, solve the word puzzles and report back 

Context:  solving problems through other people requires sound strategy, 
an understanding of people’s capability, clear communication, relevant 
coaching and trust. 
Purpose:  solve the puzzles 
Quality:  accuracy 
Quantity:  one set of puzzles per team 
Resources:  your team 
Time:  8 minutes in total.  The team leader has 1 minute to read the 
instructions and form a strategy.  The team has 7 minutes to solve the 
puzzles. 

 
 

Reflection (5 minutes):   to close game. 

- Team leaders to report back on their strategy and observations on how the 
team achieved the task. 

-  to provide the answers to the word puzzles. 
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13:15 (15 MINUTES)   -  - VALUES CONTINUUM (TRUST) 

 
  

1 Show icon slide  

2 Show slide (1 minute):  talk to slide 

3 Self-reflection (2 minutes):   

- Self-reflect on the below universally recognised values for 1 minute.   
- Form a view on where you think WorkSafe’s managerial leaders collectively 

sit. 
- Go to the far table (see ) and mark your point of view using a rating 

scale of 0 to 10 (never, ever met  vs  perfect in every way).   
- Come back to the tables for the table exercise. 

 
4 Speaker to select the four lowest rated values. 

5 Table exercise (7 minutes):    

- Each table is to discuss the topic for 3 minutes.   
- Each table rep (No. 1) to report the table views for 1 minute.  

 
Topic:  identify one strategy to improve the rating on the value allocated to 
your table.  
 
Table 1 - honesty 
Table 2 - trust and respect 
Table 3 - fairness and caring 
Table 4 - courage 

 
6 Main messages (2 minutes) 

- Your decisions, actions and motivations dictate how you are respected. 
- Self-reflection is difficult – SARI requires you to review others – do it against 

these values – you are always being judged for fairness, etc.  Leaders 
improve rather than blame, etc 

- Developing solutions to strategic challenges is difficult – do them with the 
values in mind.    
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13:30 (05 MINUTES)   -  - PSC LEADERSHIP CAPABILITY PROFILE 

1 Show slide – Talk to slide:   

The PSC Leadership Capability Profile is roles across the entire public sector – 
it focusses on leadership – which is defined from Level 7 upwards.  It’s about 
broad leadership capabilities expected at each described classification.  
Commerce has developed profiles for Level 1 to 6 which are set out in the 
Performance Review and Development System document. 

2 Main messages (3 minutes): 

- WorkSafe have used the PSC Leadership Capability Profile as self-reflection 
tool for the purpose of better understanding your abilities from the 
perspective of your managerial leader and for growing your abilities. 

- We will undertake this exercise every year in connection with the 
Performance Review and Development system.  The PRDS is the vehicle for 
growing capabilities to meet future challenges. 

 
  Question:  We could use it as a self-reflection tool for the level above your 

level.  Development opportunities could be actioned via the PDRS. 
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13:35 (10 MINUTES)   - - REFLECTIVE QUESTIONS 

 
1  Show Icon slide 

2 Show slide (1 minute) – talk to slide. 

3 Table exercise (9 minutes):   

- Each table is to discuss the task for 5 minutes.   
- Each table rep (No. 2) to report the table views for 1 minute. 

 
Task:  Identify 3 recommendations on how (and when) reflection questions tool   

should be used. 

 

 

 
Introduce  as the next speaker.  Ian will talk about: 
 

- the Individual Capability Profile 
- the Collective  Capability Profile 
- Working in-flow 
- Working off-track 
 

Introduce afternoon break – attendees to be seated at 14:00 
 

13:45 (15 MINUTES)   - AFTERNOON BREAK 
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14:00 (10 MINUTES)   -  - INDIVIDUAL CAPABILITY PROFILE 

 
 

1 Show Icon slide 

2 Show slide (5 minute):  Talk to slide.  Walk through the 
components of the model.  Describe what they are. 

- Knowledge:   
- skills:   
- experience:    
- qualifications:   
- wisdom:  about how you apply KSEQ 
- values:  about how much you care about the work and its purpose 
- preferences:  about the work you enjoy doing 
- inhibitors:  about the things that stop you from applying your KSEQW, etc 
- level of complexity:  about the type and amount of problems you can deal 

with at the same time 
 

3 Group discussion (4 minutes)  Question:  what are some inhibitors you have 
experienced which hinder a person’s ability to utilise the best of their 
capability? 

Anticipated answers: 

- resilience 
- emotional intelligence 
- work ethic 
- health 
- family responsibilities 

 
4 Main message (1 minute):  We traditionally recruit on skills, knowledge 

qualifications and experience.  But other factors affect a person’s ability to do 
their job well.  We need to recognise factors and use our individual capability 
profile to assist them. 
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14:10 (10 MINUTES)   -  - COLLECTIVE CAPABILITY PROFILE 

 
1 Show Icon slide 

2 Show slide (1 minute):  Talk to slide. 

3 Table exercise (7 minutes):    

- Each table is to discuss the topic for 3 minutes.   
- Each table rep (No. 3) to report the table views for 1 minute.  

 
Question:  How does the organisation affect its staffs’ ability to do their work? 

4 Group discussion (1 minute):  Question:   Who is responsible for a worker not 
being as effective or focused as they are capable of being? 

5 Main message (1 minute): This tool is a reminder for you to reflect on how your 
capability as a managerial leader and how WorkSafe’s culture and business 
systems affect each individual’s capacity to deliver on their work.  If we don’t 
consider the whole picture we may commence corrective action on an 
individual and see no improvement and perhaps a reduction in performance 
due to perceived unfairness.  

 

14:20 (10 MINUTES)   -  - WORKING IN-FLOW 

   
        

1 Show Icon slide 

2 Show slide (1 minute):  Talk to slide. 

3 Table exercise (7 minutes):    

- Each table is to discuss the topic for 3 minutes.   
- Each table rep (No. 4) to report the table views for 1 minute.  

 
Question:  What situations or occurrences cause staff to work out of-flow? 



 
Managerial Leadership – 4th level manager 

workshop 
21 June 2013 

 

 

July 2013          Page 26 of 34 
 

4 Main message (1 minute): We are accountable to regularly assess our staff to 
see if they are working in flow   

 

 

14:30 (10 MINUTES)   -  - WORKING ON-TRACK 

 
 

1 Show Icon slide 

2 Show slide (1 minute):  Talk to slide. 

3 Table exercise (7 minutes):    

- Each table is to discuss the topic for 3 minutes.   
- Each table rep (No. 1) to report the table views for 1 minute.  

 
Question:  Why do some employees end up off-track? 

Anticipated answers: 

- Don’t know the answer to the 4 questions (clarify role and direction) 
- poor the manager-employee relationship 
- their individual capability profile and the job don’t match 

 
4 Main message (1 minute):  Returning a person to a working on-track status is 

challenging, emotional and time consuming work – for everyone involved.  
We accountable to ensure staff don’t stray (so we don’t have challenging work 
to undertake).  We have a role to monitor, review, assess and coach our staff to 
ensure they are always working on track.   

 
 
Introduce  as the next speaker.  Robyn will talk about: 

- The four questions 
- Task assignment - CPQQRT 
- Teamwork model 
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14:40 (05 MINUTES)   - QUICK ‘STRETCH’ BREAK 

:  Introduce quick ‘stretch’ break 
 

14:45 (02 MINUTES)   -  - DIVERSITY (Duck - Rabbit) 

 
1 Remember: 

- We all see, hear and experience things differently 
- Managers have a role to create and build a shared 

understanding 
- Diversity is valuable 
- Building a shared understanding can take time, so be patient with people . 

 

14:47 (08 MINUTES)   -  - THE 4 QUESTIONS 

 

1 Show icon slide.   

2 Show slide (1 minute):  Ask group to identify the 4 questions. 

3 Table exercise (7 minutes ):    

- Each table is to discuss the questions for 3 minutes.   
- Each table rep (No. 2) to report the table views for 1 minute. 

 
Question: 

- On a rating scale of 0-5, how well do we answer the 4 questions now?  
- How do managerial leaders benefit from investing their time? 

 

Anticipated answers 

- Staff appreciate your helping them gain a shared understand 
- Build the manager-employee relationship 
- Build their individual capability profile 
- Staff can better concentrate on and better achieve their work 
- get things done for efficiently and more effectively 
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14:55 (10 MINUTES)   -  - TASK ASSIGNMENT (CPQQRT) 

 
1 Show icon slide 

2 Show slide (1 minute):  Talk to slide 

3 Show slide (1 minute):  Talk to slide.   Ask attendees what 
CPQQRT stands for? 

Statement:  When we give a clear task assignment, the staff member knows: 

- Why are they are doing this work – that is: what it will be used for  
- What you want 
- What a good job looks like 
- What they or can’t use, talk to, etc 
- When you need it by 

 
4 Group discussion (8 minutes):   (Ask questions as time permits) 

- On a rating scale of 0-5, how well do we give task assignments now? 

- What elements do we cover? 

- What happens if you communicate what you what done, but not why you 
want it done?  

- Have you ever been given a job without being a clear task assignment and 
you got it wrong? 

- How did you feel? 
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15:05 (10 MINUTES)   -  - TEAMWORK MODEL 

  
 

1 Show icon slide 

2 Show slide (1 minute):  talk to slide 

3 Group discussion (2 minutes):   

Question:   

- How do we currently operate in a team?  What rules do we apply?  
 

4 :  Walk through the model (6 minutes):   (Describe the purpose of 
the steps and a little about what would happen if steps were skipped or 
accountabilities not met). 

- Teamwork steps 
- Team leader accountabilities 
- Team member accountabilities 

 
Main message:  (1 minute) 

- This is our model.  It utilises each individual’s capability profile.   
- It requires the team to understand the outcomes and why they are 

important, everyone to think, consider and plan before acting.  ie, measure 
twice, cut once. 

- A uniform / systematic approach takes effort to begin with, but it produces 
better results on the long run 

- It may be different from before, but the message is that this is the standard 
way for teamwork to work in WorkSafe  
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15:15 (13 MINUTES)   -  - JUMPING THROUGH HOOPS 

1 Context (2minute):   It is often said that public sector employees have more 
hoops to jump through than the private sector employees, and we get to do it 
with fewer resources.  Let’s see how good you are at it.   

This game is called ‘put your body through your business card’.  However, given 
business cards cost money we will be reusing scrap paper.   

Task:  Create a paper hoop so one team member can step (rather than jump – 
safety first) through it. 

- Context:  when you combine increased level of complexity challenges with 
limited resources, the capacity to innovate and be creative becomes an 
essential to your succeeding in any managerial leader role.  We are short on 
resources and can’t afford a plastic hoop. 

- Purpose:  we need a hoop to jump through 
- Quantity:  one paper hoop 
- Quality:  one continuous stream, that is, the paper remains intact 
- Resources:  4 A4 sheets of scrap paper, 1 pair of scissors, the people in your 

team 
- Time:  10 minutes 
 

2 Instructions (1 minute):   

- Form two teams:   table 1 / 2 and  table 3 / 4 
- Each team shall identify its team leader 
- The team leader must not handle the resources – disqualification will result 

if the leader handles the resources. 
- The first team to achieve the task wins. 
- You 10 minutes start now. 
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15:27 (07 MINUTES)   -  - ‘JUMPING THROUGH HOOPS’ - REFLECTION 

1 Group discussion (7 minutes):   

Questions:  How did you work in a team? 

Did you use: 

- Task Assignment – CPQQRT 
- Teamwork model 
- Model of work 

 

15:35 (10 MINUTES)   - - MODEL OF WORK 

 
 

1  Show icon slide.   

2 Show slide (1 minute):  Talk to slide 

We are here to get work done, but how do we do that in a systematic way that 
uses the individual capability profile of your staff, so that they do the work they 
are supposed to.  The Model of work shows maps what staff need and what 
staffs need to do. 

The model of work encapsulates many of the concepts and tools we have 
talked about today.  The model of work is about ensuring each of your staff 
knows what they need to know in order to go off and do their work. 

It’s an enabling tool to assist you to understand how to keep your staff working 
in-flow now and as their capabilities grow over time. 

Think of time, when someone, a capable someone, has been assigned a job and 
its gone pair shaped.  How did you feel? 

 

3 Describe the components of the model of work (7 minutes).  Describe what 
they need to understand  

- work (think, plan) 
- trust (reduced by fear) 
- shared understanding 
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- understand individual capability 
- human nature 
 

4 Linkages 

- They know the answer to the 4 questions  
• were we are going and what’s my job 

 
- They know the CPQQRT and other boundaries of the job 

• Why are we doing this? 
• What do you want? 
• What does a good job look like? 
• What can I or can’t I use? 
• When do you need it by? 

 
- They trust you and their work relationship with you. 
 

5 Group Discussion (3 minutes):  what happens if a person doesn’t have model of 
work components needed for the task? 

- they come back and ask you what to do? Ie: tell me what to do and I’ll do it.  
Really they are asking can you do the thinking for me, - think of the work 
puzzle game we did this morning – its not your role to do, but to coach.  

- they go off and do the wrong thing 
- the do nothing wrong thing 
- they get stuck and may be too scared to come and let you know they are 

stuck.  They waste time.  Relationship opportunity to build capability 
-  
- They work off track and become a challenging HR problems 
- They work don’t work in-flow and get stressed 
-  
- How do you think they would feel about you if you helped them to get back 

on track without their negative fears eventuating? 
 

6 Main messages: 

- You are accountable for the outcome and behaviour of your staff.   
- You need to enable them to carry out their work in ways that are relevant to 

them. 
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15:45 (15 MINUTES)   -  - OVERVIEW, QUESTIONS, COMING UP AND CLOSE 

 
 

1 Group discussion:  What topics do you want more coverage of?   (Regarding the 
1/2 day workshops) 

2 Seek Questions (5 minutes): 

3 Statement (1 minute):  You are the key to WorkSafe achieving our vision and 
mission. 
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Managerial Leadership 
The WorkSafe Way 

Welcome and about today 

 

 

 



Assessment and Enabling Tools 
The WorkSafe Way 

 

 

 

 



Time allocation and Task 

 
• 05 minutes - refresh on topic 
• 20 minutes - discuss options on how to use 
• 15 minutes - present your table’s views 
• 15 minutes - draft recommendations to EMC 
• 05 minutes - quick ‘stretch’ break 

 

 

 



Managerial Leadership 
The WorkSafe Way 

Feedback and Questions 

 
• Why are we doing this? 
• Where did it come from? 
• How will we use it? 

 

 

 



Managerial Leadership 
The WorkSafe Way 

The Managerial Leadership principles: 

 
• behave with integrity 
• lead by example 
• be compassionate and courageous 
• drive continuous personal development and business 

innovation 
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Assessment Tools 
Individual Capability Model 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 1 

• . 

 

 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 2 

• . 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 3 

• . 

 

 

 



Assessment Tools 
Individual Capability Model 

Room Discussion 

• . 
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Quick ‘stretch’ Break 
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Enabling Tools 
Task Assignment - CPQQRT 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Table Presentation – Table 2 

• . 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Table Presentation – Table 3 

• . 
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Task Assignment - CPQQRT 

Table Presentation – Table 1 

• . 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Room Discussion 

• . 
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Quick ‘stretch’ Break 
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Enabling Tools 
Teamwork Model 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 3 

• . 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 1 

• . 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 2 

 



Enabling Tools 
Teamwork Model 

Room Discussion 

• . 

 



Managerial Leadership 
The WorkSafe Way 

 

 

Quick ‘stretch’ Break 

 

 

 



Managerial Leadership 
The WorkSafe Way 

Where to next? 

• How do you want to use the remaining ½ day? 

• Any questions? 

 

Thank you for your contributions 
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09:00 (05 MINUTES) -  - WELCOME AND ABOUT TODAY 

1 What’s happening today? 

- this workshop is from 9:00am to 12:30pm 
- we will have 2 breaks for 5 minutes (10:10, 11:10) 
- please move and stretch as you need to stay comfortable 

 
2 I’ve dedicated two days to building your understanding this system (which has cost $$$).  

Your feedback to  indicates that the majority of you consider that the first 
workshop did what it was supposed to do - which was to introduce this system’s 
principles, concepts and tools, and to build a shared understanding between you all.  
You’ve all read the ML statement paper and attended the one-day information workshop 
(except ).  Our next step is to turn theory into reality – the WorkSafe Way. 

3 Today is about gaining your contributions against three main tools. 

4 Today’s workshop will focus on the: 

- Individual Capability model 
- Task Assignment model (CPQQRT), and the 
- Teamwork model 

 
5 During the morning we will stay with the people at our tables and work through these 

three tools.  For each tool, our time will be broken up as follows: 

- 05 minutes - refresh on topic 
- 20 minutes - discuss options on how to use 
- 15 minutes - present your table’s views 
- 15 minutes - draft recommendations to EMC 
- 05 minutes - quick ‘stretch’ break 

 
6 Each table will need to select a speaker to present the table’s thoughts and views. 

7 The last session of the day will be used to ascertain your thoughts on how you want to 
use the remaining 1/2 day dedicated to implementing this system. And to identify what 
resources you might need. 
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 09:05 (05 MINUTES) -  - FEEDBACK AND QUESTIONS 

1 Why we are doing this? 

- Shelby 
- Public sector Commission has provided the Leadership Capability Profile, but this 

tool defines the skills required, but not how to apply them. 
- General management practices aren’t provided – left for trial and error haphazard 

management. 
- We have decided to define how leadership is applied to gain consistency, 

recognising that you will need to apply this system relevant to the circumstances. 
 

 
2 Where did it come from? 

- Have you heard of the term:  mid-life crisis and corporate culture?  If so, you’ve 
heard a little of  – Canadian psychoanalyst, Doctor, Lawyer.   

-  applied at Glacier metal Company (UK), Rio Tinto (OZ), US Army (USA), etc.   
- Consultants have applied in:  Blue Scope steel, Airservices Australia, etc 
- has adapted several concept to suit a public service environment  
 

 
3 How will we use it? 

- We recognise we have a lot of capability sitting here and we intend to use it. 
- Your job is to recommend to the EMC how you think the system could be best 

applied and today is specifically about the Individual Capability model 
- Task Assignment model (CPQQRT), and the Teamwork model 
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09:10 (05 MINUTES) -  - REFRESH OF THE MANAGERIAL LEADERSHIP SYSTEM 

1 The next few minutes serve as a reminder about the other concepts and tools 

2 Talk to the slide:  Managerial Leadership Principles (4): 

- behave with integrity 
- lead by example 
- be compassionate and courageous 
- drive continuous personal development and business innovation 
Plus the PSC’s Code of Ethics 
Plus the Commerce’s Code of Conduct 
Plus WorkSafe’s Code of Behaviour 

 
3 Talk to the ICON slide:  Managerial Leadership concepts (8 Icons – blue) 

- solid foundations 
- managerial collaboration 
- manager-employee relationship 
- shared understanding 
- level of complexity 
- role balance 
- SAR3I (sanction team, assign tasks, review, recognise reward, initiate due process) 
- TIRR (Task Initiating Role Relationship) 
 

4 Talk to the ICON slide:  Managerial Leadership tools (11 icons – green, grey and purple) 

- values continuum - trust 
- reflective questions 
- individual capability profile 
- collective capability profile 
- working in-flow 
- working on-track 
- the 4 questions 
- model of work 
- CPQQRT (task assignment) 
- teamwork 
Plus the Commerce’s performance review and development system 
Plus the PSC’s Leadership Capability Profile 
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5 Talk to slide:  And let’s not forget:   

This will work interconnects with other 
(future) projects such as our vision, 
culture, employee engagement, teamwork 
and out business model.  And ‘duck-rabbit’ 
which represents and respects diversity -
we are all different and that’s a good thing. 

 

09:15 (05 MINUTES) -  - INDIVIDUAL CAPABILITY MODEL (REFRESH) 

1 (03 minutes) Refresh.  Talk to ICON slide.   

The Individual Capability Model provides a framework to identify 
nine elements required to an employee successful in their role.  Its 
purpose is to assist managerial leader to understand by an 
employee does or doesn’t do well in their job.  It will help you to better 
understand your employees and build their capabilities.  This model needs to be 
understood in context of the Collective Capability Model. 

Walk through the components of the model.  Describe what they are. 

- Knowledge, skills, experience, qualifications:  Traditional used in recruitment  
- wisdom:  about how you apply KSEQ 
- values:  about how much you care about the work and its purpose 
- preferences:  about the work you enjoy doing 
- inhibitors:  about the things that stop you from applying your KSEQW, etc 
- level of complexity:  about the type and amount of problems you can deal with at 

the same time 
 

This tool is about appreciating that everyone is different.  It provides you with 
more scope to work out how you can lift and build your staff. 
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2 (02 minutes).  Talk to ICON slide.  The task assignment for this work is: 

Context:   This is your system and we will be using it consistently and regularly 

 Purpose:   This is your opportunity to have a say in how it will operate.  After today 
the EMC will consider your contributions and make decisions on future 
processes.  

 Quality:    Your recommendations need to be practical and beneficial to you, 
WorkSafe and your staff.  Your recommendations need to: 
 

• Offer viable suggestions on how WorkSafe should apply this model 
• Tell us about the perceived positive and negative impacts from 

various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 Quantity:   Think of as many ideas to address as many circumstances as you can 

 Resources:   The people at your table 

 Time:  20 minutes to discuss and 5 minutes to present your recommendations 
 

09:20 (20 MINUTES) -  - INDIVIDUAL CAPABILITY MODEL (TABLE DISCUSSION) 

1 I’m keen to hear your ideas. 

2 Please choose a speaker to represent your table.  Let’s start. 

 

09:40 (15 MINUTES) -  - INDIVIDUAL CAPABILITY MODEL (REPORT BACK) 

1 Invite the Table 1 speaker to present the table’s thoughts and views 

2 Invite the Table 2 speaker to present the table’s thoughts and views 

3 Invite the Table 3 speaker to present the table’s thoughts and views 

4 Thank all speakers 
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09:55 (15 MINUTES) -  - INDIVIDUAL CAPABILITY MODEL (ROOM DISCUSSION) 

1 Invite everyone in the room to speak: 

 

10:10 (05 MINUTES) - - QUICK STRETCH BREAK 
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10:15 (05 MINUTES) -  - TASK ASSIGNMENT - CPQQRT (REFRESH) 

1 (03 minutes) Refresh.  Talk to icon slide.   

The task assignment provides a formula to assist managerial 
leaders to communicate a clear description of what they want, so 
employees can do the best job the first time.  

Once given the CPQQRT, it is up to an employee to work out ‘how’ to achieve the 
‘what, with and when’.  It provides them with the freedom and accountability to 
use their individual capability to fulfil the task within the boundaries you set. 

2 Refer to your handout 
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3 (02 minutes).  Talk to ICON slide.  The task assignment for this work is: 

Context:   This is your system and we will be using it consistently and regularly 

 Purpose:   This is your opportunity to have a say in how it will operate.  After today 
the EMC will consider your contributions and make decisions on future 
processes.  

 Quality:    Your recommendations need to be practical and beneficial to you, 
WorkSafe and your staff.  Your recommendations need to: 
 

• Offer viable suggestions on how WorkSafe should apply this model 
• Tell us about the perceived positive and negative impacts from 

various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 Quantity:   Think of as many ideas to address as many circumstances as you can 

 Resources:   The people at your table 

 Time:  20 minutes to discuss and 5 minutes to present your recommendations 
 

 

10:20 (20 MINUTES) -  - TASK ASSIGNMENT - CPQQRT (TABLE DISCUSSION) 

1 I’m keen to hear your ideas 

2 Please choose a speaker to represent your table.  Let’s start. 

 

10:40 (15 MINUTES) -  - TASK ASSIGNMENT - CPQQRT (REPORT BACK) 

1 Invite the Table 2 speaker to present the table’s thoughts and views 

2 Invite the Table 3 speaker to present the table’s thoughts and views 

3 Invite the Table 1 speaker to present the table’s thoughts and views 

4 Thank all speakers 
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10:55 (15 MINUTES) -  - TASK ASSIGNMENT - CPQQRT (ROOM DISCUSSION) 

1 Invite everyone in the room to speak: 

 

11:10 (05 MINUTES) -  - QUICK STRETCH BREAK 
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11:15 (05 MINUTES) - - TEAMWORK MODEL (REFRESH) 

1  (03 minutes) Refresh.  Talk to icon slide.   

The teamwork model provides a framework to guide managerial 
leaders when managing a large project or major task which needs 
contributions from a range of employees.  

An example would be a cross-branch collaboration on a joint project, such as any 
of the WorkSafe priorities. 

The model describes the major steps to consider when managing a project.  And it 
sets out the accountabilities required of the team leader and team members. 

2 Refer to your handout 
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3 (02 minutes).  Talk to ICON slide.  The task assignment for this work is: 

Context:   This is your system and we will be using it consistently and regularly 

 Purpose:   This is your opportunity to have a say in how it will operate.  After today 
the EMC will consider your contributions and make decisions on future 
processes.  

 Quality:    Your recommendations need to be practical and beneficial to you, 
WorkSafe and your staff.  Your recommendations need to: 
 

• Offer viable suggestions on how WorkSafe should apply this model 
• Tell us about the perceived positive and negative impacts from 

various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 Quantity:   Think of as many ideas to address as many circumstances as you can 

 Resources:   The people at your table 

 Time:  20 minutes to discuss and 5 minutes to present your recommendations 
 

 

11:20 (20 MINUTES) - - TEAMWORK MODEL (TABLE DISCUSSION) 

1 I’m keen to hear your ideas 

2 Please choose a speaker to represent your table.  Let’s start. 

 

11:40 (15 MINUTES) -  - TEAMWORK MODEL (REPORT BACK) 

1 Invite the Table 3 speaker to present the table’s thoughts and views 

2 Invite the Table 1 speaker to present the table’s thoughts and views 

3 Invite the Table 2 speaker to present the table’s thoughts and views 

4 Thank all speakers 
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11:55 (15 MINUTES) -  - TEAMWORK MODEL (ROOM DISCUSSION) 

1 Invite everyone in the room to speak: 

 

 

 

 

 

12:10 (18 MINUTES) -  - WHERE TO NEXT? 

I’ve dedicated two days to your understanding this system and having an input into how it will 
operate.  Let’s open to a group discussion. 

1 Group discussion (10 minutes):   How do you want to use the remaining ½ day?   

2 Group discussion (05 minutes):   What resources do you need?   

3 Seek Questions (04 minutes): 

4 Statement (01 minute):  Thank you for your time and effort 

 

12:28 (02 MINUTES) -  - CLOSE AND THANK YOU 



Assessment Tools 
Individual Capability Model 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 1 

• Assess Wisdom at recruitment 

• One on one conversations 

• PRDS 

• Training 

• Flexibility to accommodate life 

• Recognition 

• Relationship – trust – positive light. 

 

 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 2 

• PRDS – connected, but not part of 

• Self reflection tool – generate discussion? 

• 12 months 

• Just do it 

 



Assessment Tools 
Individual Capability Model 

Table Presentation – Table 3 

• Recruitment 

• Self reflection – ID strenghts weaknesses –
COACH 

• Understand different directions/treatment- 
goes to understanding what is consistency 

• Adjust style for the individual’s needs/growth 

 

 

 

 

 

 



Assessment Tools 
Individual Capability Model 

Table Presentation –  

No assumptions – without valid thinking 

Tease out differences 

 

 

 



Assessment Tools 
Individual Capability Model 

Room Discussion 
• Self reflection tool – on individual’s 9 elements ? 

VIPC, (trust) (quality of M/E relationship) (self-
understanding for individual) (voluntary or not?)  

• Process – self.  

• One on one – annual, daily, UNDERSTAND person. 

• Performance is about all 9 

• KSEQW – easy, PRDS, training,  

• VIP/C – self reflection (more impact on performance),  

• (Reward – what is it for each individual) 

• (PRDS – NO surprises) 

 

 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Table Presentation – Table 2 

• Consider: assess if person has done work 
before – don’t repeat for those who know. 

• Use:  Irregular tasks 

• Individual to seek out CPQQR or  T 
(communicate this model – laminated 
sheet?, promote/encourage its use by 
employees 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Table Presentation – Table 3 

• Similar to 2,  

• Routine vs non routine (don’t repeat if 
sources address parameters – ie KPI, V, 
Act) 

• Yes to out of ordinary – avoid perception of 
micro managing by using model. Clarity of 
delivery (what) – NOT on how. 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Table Presentation – Table 1 

• Same as 2 n 3 

• Induction – new roles, new level (promotion) 
– provide clarity of purpose of role (shift).. 
Mentoring opportunity to ease into role. Task 
sheet (tool), reflection at end of HDA 
(feedback). Continuous improvement 

• Proactive and reactive projects – voluntary 
(person or manager), checklists 

 

 



Enabling Tools 
Task Assignment - CPQQRT 

Room Discussion 

Hearing non routine tasks .  Robyn (new project for staff) 

Step up into new role, HDA 

Inspections (case management, eg) 

: Partnership to achieve task:  between manager and 
individual 

: phases to plan – remember big picture. 

: if staff are aware of model, they can clarify their task 
(poster, laminate on wall – staff awareness) 

:  context and purpose determines how you task 
someone.   Good to emphasise milestone – check on.  When 
there is a change in the role.  Ensure staff understand the 
changes to the role 



Enabling Tools 
Teamwork Model 



Enabling Tools 
Teamwork Model 

During your discussion and presentation, 
please address the following: 

 
• Offer viable suggestions on how WorkSafe should 

apply this model 
• Tell us about the perceived positive and negative 

impacts from various perspectives 
• Describe what support materials are needed 
• Suggest when and how frequently it should be used 
• What are your tips for successful implementation 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 3 

• Apply:   

• (describes responsibilities, applies at many 
levels within organisation, good model, 

• Should be distributed throughout 
organisation 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 1 

• Apply:  (OMC project - review and report 
recommendations – model would work, 
clarity of tasks,) 

• Cross-branch project – create temp team or 
project. 

• Use to prepare for AHS or other large 
external projects 

• Use: large and small tasks 

 



Enabling Tools 
Teamwork Model 

Table Presentation – Table 2 

Small and large groups 

Coach mentor 

Make all aware – on wall 



Enabling Tools 
Teamwork Model 

Room Discussion 

• Use it 

• Promote it – market it to staff 

• Larger projects/cross-branch projects 

 

• Run by group before and after EMC 

 

 

 



Managerial Leadership 
The WorkSafe Way 

Where to next? 
• How do you want to use the remaining ½ day? 

• Keep statement paper – read and get close – factor into thinking and 
day to day management. 

• Working on track, working in flow, model of work – before 14 September 

• Overview of WS projects (VM, ML, Culture, A/R, Teamwork, and 
Employee Engagement, Business Model) (Business Plan:  noise, 
asbestos, labour hire, muscular) (OMC: inspector resources, quality 
inspection, case management, regional, technology to transform)  

 

 

 

 



Managerial Leadership Icons 



Managerial Leadership 
The WorkSafe Way 

Welcome and about today 

 

 

 



Assessment and Enabling Tools 
The WorkSafe Way 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

 

 

 

 

  



Assessment Tools 
The WorkSafe Way 

 

 

 

 



Assessment Tools 
Individual Capability Model 

Using the Individual Capability model 
 

• self-assessment process 

• one-on-one discussion with manager 

• each year before step 1 of the PRD System 

• assess wisdom at recruitment 
 

Hold information sessions to enable staff to 
understand the model and their responsibilities 

 

 

 



Enabling Tools 
The WorkSafe Way 

 

 

 

 

  



Enabling Tools 
Task Assignment - CPQQRT 

Using the Task Assignment model 
 

• apply to new tasks  

• apply to irregular, non-routine tasks 

• apply when staff undertake new roles      
(new starter, promotion to higher level, HDA) 

 

Hold information sessions to enable staff to 
understand the model and their responsibilities 

 



Enabling Tools 
The WorkSafe Way 

 

 

 

 

  



Enabling Tools 
Teamwork Model 

Using the Teamwork model 
 

• apply to EMC and OMC projects 

• apply to cross-branch collaborations 

• apply to large or complex tasks 
 

Hold information sessions to enable staff to 
understand the model and their responsibilities 

 



Managerial Leadership 
The WorkSafe Way 



Managerial Leadership Icons 



Managerial Leadership 
Information sessions for all staff 

Your discussions need to address: 
  
• What icons should be discussed? 
• What icons should receive more attention? 
• When should the sessions be delivered? 
• Who should deliver the sessions? 
• How long should the sessions be? 
• How many sessions are required? 
 

 

 

 

 



Managerial Leadership Icons 



Managerial Leadership 
Information sessions for all staff 

Recommendations: 
•  . 
 

 

 

 

 

 



Shared Understanding 



Shared Understanding 

 

 

 



Shared Understanding 

Topics 
 

1.   
2.   
3.   
4.   
5.   
6.   
7.   
8.   
9.   

 

 

 



Shared Understanding 
Topic 1 



Shared Understanding 
Topic 1 

 

 

 



Shared Understanding 
Topic 1 

Table Presentation – Table 1 
• . 

 

 

 



Shared Understanding 
Topic 1 

Table Presentation – Table 2 
• . 

 

 

 



Shared Understanding 
Topic 1 

Table Presentation – Table 3 
• . 

 

 

 



Shared Understanding 
Topic 1 

Recommendations: 

• . 

 

 

 



Managerial Leadership 
The WorkSafe Way 

 

 

Quick ‘stretch’ Break 

 

 

 



Shared Understanding 
Topic 2 



Shared Understanding 
Topic 2 

 

 

 



Shared Understanding 
Topic 2 

Table Presentation – Table 2 
• . 

 

 

 



Shared Understanding 
Topic 2 

Table Presentation – Table 3 
• . 

 

 

 



Shared Understanding 
Topic 2 

Table Presentation – Table 1 
• . 

 

 

 



Shared Understanding 
Topic 2 

Recommendations: 

 

 

 



Shared Understanding 
Topic 3 



Shared Understanding 
Topic 3 

 

 

 



Shared Understanding 
Topic 3 

Recommendations: 

• . 

 

 

 



Managerial Leadership 
The WorkSafe Way 

 

 

Quick ‘stretch’ Break 

 

 

 



Assessment Tools 
Managerial Collaboration 



Managerial Collaboration 

 

 

 



Managerial Collaboration 

Recommendations: 
• . 

 

 

 



Managerial Leadership 
The WorkSafe Way 

How to continue these types of discussions 
• . 

 

 

 

 



Managerial Leadership 
The WorkSafe Way 

 

 

Thank you for your contributions 
 

 

 

 



 
Managerial Leadership Workshop  

Half day (no.3) 
22 October 201 

 

 

CONTENTS 

 

 

08:45 (05 minutes) -  - Welcome and about today .................................................. 2 

08:50 (10 minutes) -  - Recommendations from the last workshop ......................... 3 

09:00 (15 minutes) -  - Designing staff information sessions ................................... 7 

09:15 (15 minutes) -  - Shared understanding – identify topics ............................... 8 

09:30 (45 minutes) -  - Shared understanding - topic 1 ............................................ 9 

10:15 (10 minutes) -  - Break ................................................................................ 10 

10:25 (45 minutes) -  - Shared understanding - topic 2 .......................................... 10 

11:10 (20 minutes) -  - Shared understanding - topic 3 .......................................... 11 

11:30 (10 minutes) -  - Break ................................................................................ 11 

11:40 (25 minutes) -  - Managerial Collaboration .................................................. 12 

12:05 (08 minutes) -  - Where to next? ................................................................. 13 

12:13 (02 minutes) -  - Thank you and close ......................................................... 13 

 



 
Managerial Leadership Workshop  

Half day (no.3) 
22 October 201 

 

 

August 2013                         Page 2 of 13 
 

 

08:45 (05 MINUTES) -  - WELCOME AND ABOUT TODAY 

1 (Slide)  About today? 

- this workshop is from 8:45am to 12:15 am 
- we will have 2 breaks for 10 minutes (10:15, 11:30) 
- please move and stretch as you need to stay comfortable 

 
2 (Slide)  At the last workshop, we explored how you want to apply the Individual 

Capability model, the Task Assignment model and the Teamwork model.  Since then, the 
EMC have considered your contributions I’ll talk about my decisions shortly.   

3 (Slide)  This morning’s workshop will focus on two concepts: Shared Understanding and 
Managerial Collaboration.   

Today, your main job is identify problem areas or areas which would benefit from more 
shared understanding and contribute (have a voice) potential pathways or solutions for 
the EMC to consider.    

During the morning we will stay with the people at our tables and use the same format 
as the previous session, that is, we will have: 

- table discussions 
- table presentations 
- room discussions to explore the topic, and  
- time to provide specific recommendations  

 
4 The last session of the day is about managerial collaboration.  It will be used to define 

and refine how we currently collaborate and I’ll be looking to you for innovative ways on 
how we can increase staff’s ability to contribute to how WorkSafe operates, particularly 
to our tactics to inspire workers and employers to ensure workplaces are safe. 
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08:50 (10 MINUTES) -  - RECOMMENDATIONS FROM THE LAST WORKSHOP  

 
1 (02 minutes)  (slide)  -  Individual Capability model  

At the last workshop you appreciated the importance of: 
 

• the manager/employee relationship 
• understanding your staff  (and not making assumptions) 
• creating flexibility (where you can) to accommodate your staff  
• adjusting your style and communication to accommodate and facilitate 

your staff’s individual growth 
 

I note you recognised that: 
 

• high performance is about meeting all nine elements 
• KSEQW could be addressed with training, but the other sides of the 

triangle (VIP/C) are harder to address and can have more impact on 
performance 

• there should be ‘no surprises’ for staff, so awareness by both parties is vital  
 
And I note also you recognised the value of: 

 
• sharing the model with staff so they can participate in using it 
 
 

2 (01 minutes)  (slide)  -  using the Individual Capability model 

You provided practical ideas to use the Individual Capability model which included: 
 

• creating and using a self-reflection tool - similar to how we used the Public 
Sector Commissioner’s Leadership Capability profile 

• manager’s having one-on-one discussions with staff 
• connecting the model with the PRDS cycle 
• considering the model when we recruit new staff, particularly testing a 

candidate’s wisdom 
 
EMC has agreed with these recommendations. 
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3 (02 minutes)  (Slide)  - the Task Assignment model   

At the last workshop you appreciated the importance of: 
 

• thinking about what you want the task to achieve before 
you assigned the task 

• delivering clear context and purpose 
 

I note you recognised that: 
 

• allowing a person to complete a task their way – they take care of the 
‘how’, but within the boundaries you set 

• checking that staff are working on track with the task, and only providing 
coaching if needed or if asked 

 
And I note also you recognised the value of: 

 
• sharing the model with staff so they can participate in using it 

 
 
 

4 (01 minutes)  (Slide) - using the Task Assignment model 

You provided practical ideas to use the model which included applying it to: 
 

• new tasks  
• irregular, non-routine tasks 
• when staff undertake new roles  

 
EMC has agreed with these recommendations.   

 
Please start applying this formula if you haven’t already. 
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5 (02 minutes)  (Slide) - the Teamwork model 

At the last workshop you appreciated the importance of: 
 

• applying a structured process to a project  
• all parties to a project having accountabilities 

 
I note you recognised that: 

 
• accountabilities can be applied to small and large tasks 
• it can be modelled  when participating on external projects 
 

And I note also you recognised the value of: 
 

• sharing the model with staff so they can participate in using it 
 
 

6  (01 minutes)  (Slide) - using the Teamwork model 

You provided practical ideas to use the model which included applying it to: 
 

• EMC and OMC projects 
• cross-branch collaborations 
• large or complex tasks  

 
EMC has agreed with these recommendations.   

This work will be progressed as as part of the Teamwork Project. 

 
 

7 Any questions or comments on any of these topics? 
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1 (01 minute)  (Slide) - diversity   

2 Before we begin the next part of this work 
shop let’s not forget:   

• That this will work interconnects 
with other (future) projects such 
as our vision, culture, employee 
engagement, teamwork and our 
business model.   
 

• And ‘duck-rabbit’ which represents and respects diversity -we are all see 
things different and that’s a good thing.   

 

3 The following workshop is going to raise potentially uncomfortable topics, so let’s 
be patient with each other so we can hear the messages from the perspective of 
the person who speaks. 
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9:00 (15 MINUTES) -  - DESIGNING STAFF INFORMATION SESSIONS  

1 (02 minutes)  (Slide)  

At the last workshop you recommended information sessions are 
held for staff and the EMC approved this recommendation.  This 
session is about your contributing to how that happens. 

- Read the task and its CPQQRT (Slide) 
- Ask if there are any questions 

 
Task:   To gain your contributions on developing a strategy to deliver information 

sessions.   

Context:   This is your opportunity to have a say in what and how information about 
the managerial leadership system are communicated to staff.  

 Purpose:   The purpose of this task is to increase the shared understanding of all 
WorkSafe staff about the managerial leadership system and their 
accountabilities towards it. 
After today the EMC will consider your contributions and make decisions 
to progress this work. 

 Quality:    Your contributions need to address: 
 

- What icons should be discussed? 
- What icons should receive more attention? 
- When should the sessions be delivered? 
- Who should deliver the sessions? 
- How long should the sessions be? 
- How many sessions are required? 

 

 Quantity:   Each table to provide one strategy to achieve the task. 

 Resources:   The people at your table 

 Time:  5 minutes for table discuss  
5 minutes for room discussion 

 
 

2 (05 minutes)  Start the table room discussion  

3 (05 minutes)  Start the general room discussion  

4 (03 minutes)  Obtain the recommendations  - Ask Dainra to type on (Slide) 
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09:15 (15 MINUTES) -  - SHARED UNDERSTANDING – IDENTIFY TOPICS  

 
1 (01 minutes)  (Slide) 

Dainra’s email alerted you to this topic and gave you time 
to prepare for this task. 

- Read the CPQQRT (Slide) 
- Ask if there are any questions 

 
Task:   Your task is to identify which topics or issues which drain our human, 

financial and physical resources.   

Context:   The quality of our service is dependent upon the quality of our leadership, 
culture and business model (our mission). 

All organisations have issues which effect productivity in both positive and 
negative ways.  It is important that we continually work to: 

• identify and reduce issues which drain our resources, and  
• identify and implement innovations which optimise our resources 

 Purpose:   Ultimately, the purpose of this task is to increase our level of shared 
understanding, so we can optimise how we: 

• meet our legislative obligations, and  
• deliver a professional and quality service to the WA community   

 Quality:    Topics should be: 

• significant enough to warrant our attention, and  
• be the most pressing 

 Quantity:   Each table is to identify 3 (three) topics for discussion  

 Resources:   The people at your table 

 Time:  5 minutes for table discuss  
5 minutes for room discussion 

 
2 (05 minutes)  Start the table discussion  

3 (05 minutes)  Start the general room discussion (Slide) 

4 (04 minutes)  Introduce mini break while you consider the topics presented 
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09:30 (45 MINUTES) - - SHARED UNDERSTANDING - TOPIC 1 

1 (02 minutes)  (Slide)  

- Briefly introduce the topic you have chosen for discussion and 
provide your rationale for selecting it 

- Read the task and its CPQQRT (Slide) 
- Ask if there are any questions 

 
Task:   Your task is to identify solutions and/or pathways to create solutions. 

Context:   The WA community and our staff trust us to use our collective capabilities 
to operate WorkSafe professionally, efficiently and effectively. 
To achieve this we must continually question the status quo and think 
about how we can best use our resources to influence and inspire 
employers and workers to ensure their workplaces are safe.  
This is your opportunity to contribute to the EMC decision making process. 

 Purpose:   The purpose of this task is to increase our shared understanding of our 
mission and how we operate it, and to improve how we do our business. 
After today the EMC will consider your contributions and make decisions 
to progress solutions or pathways to find solutions. 

 Quality:    Solutions need to: 
• Fix the matter systemically  
• Be affordable and practical 
• Include the pros  and cons, and critical matters for consideration  

 Quantity:   Each table to identify 3 (three) topics for discussion 

 Resources:   The people at your table 

 Time:  10 minutes for  table discuss  
10 minutes for table presentation 
15 minutes for room discussion 
08 minutes to obtain recommendations 

 
2 (10 minutes)  Start the table discussion  

3 (10 minutes)  Start the table presentation  (Slide) - start with table 1, 2, 3 

4 (15 minutes)  Start the general room discussion  

5 (08 minutes)  Obtain the recommendations - Ask Dainra to type on (Slide) 
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10:15 (10 MINUTES) -  - BREAK 

1 (10 minutes) Introduce stretch break  

 

10:25 (45 MINUTES) - - SHARED UNDERSTANDING - TOPIC 2 

 

1 (02 minutes)  (Slide) 

- Briefly introduce the topic you have chosen for discussion and 
provide your rationale for selecting it 
 

The CPQQRT is the same as before, would you like me to remind you? 
 

- Ask if there are any questions 
 

Task:   Provided on page 9 

Context:   ditto 

 Purpose:   ditto 

 Quality:    ditto 

 Quantity:   ditto 

 Resources:   ditto 

 Time:  ditto 
10 minutes for  table discuss  
10 minutes for table presentation 
15 minutes for room discussion 
08 minutes to obtain recommendations 

 
 

2 (10 minutes)  Start the table discussion  

3 (10 minutes)  Start the table presentation  (Slide) - start with table 2, 3, 1 

4 (15 minutes)  Start the general room discussion  

5 (08 minutes)  Obtain the recommendations - Ask  to type on (Slide) 
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11:10 (20 MINUTES) -  - SHARED UNDERSTANDING - TOPIC 3 

 

1 (01 minutes)  (Slide) 

- Briefly introduce topic your chosen discussion and your rationale 
for selecting it 
 

The CPQQRT is the same as before, however the time is reduced, we will have: 
 

• 05 minutes for  table discuss  
• 10 minutes for room discussion 
• 04 minutes to clarify recommendations 
 

- Ask if there are any questions 
 

Task:   Provided on page 9 

Context:   ditto 

 Purpose:   ditto 

 Quality:    ditto 

 Quantity:   ditto 

 Resources:   ditto 

 Time:  05 minutes for  table discuss  
10 minutes for room discussion 
04 minutes to obtain recommendations 

 
2 (05 minutes)  Start the table discussion  

3 (10 minutes)  Start the general room discussion  

4 (04 minutes)  Obtain the recommendations - Ask  to type on (Slide) 

 

11:30 (10 MINUTES) -  - BREAK 

1 (10 minutes) Introduce stretch break  
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11:40 (25 MINUTES) -  - MANAGERIAL COLLABORATION  

1 (02 minutes)  (Slide) 

- Briefly talk about why managerial collaboration is important to you.   
- Read the task and its CPQQRT (Slide) 
- Ask if there are any questions  
 
 

Task:   Your task is to identify how to increase the level of managerial and staff 
collaboration towards achieving our mission statement. 

Context:   Provided on page 9 

 Purpose:   The purpose of this task is to make the most of our resources and work as 
a united team, with all staff contributing to how WorkSafe operates. 

 Quality:    Has to demonstrate a can-do approach and a value for all roles 
Be strategically achievable and practical  
Be innovative  
Be lasting 
And address a communication / implementation strategy 

 Quantity:   Each table to identify 2 (two) ideas for discussion 

 Resources:   The people at your table 

 Time:  10 minutes for table discuss  
15 minutes for room discussion 
03 minutes to obtain recommendations 

 
 

2 (10 minutes)  Start the table discussion  

3 (10 minutes)  Start the general room discussion  

4 (03 minutes)  Obtain the recommendations - Ask  to type on (Slide) 
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12:05 (08 MINUTES) -  - WHERE TO NEXT?   

1 (08 minutes)  (Slide) 

- Seek ideas on how to continue division-wide discussions for all managerial 
leaders, which: 
 
• make time to explore and discuss ideas and innovations 
• focus on identifying and solving systemic issues 

 
- Ask if there are any questions 

 
- Start a general room discussion  
 

 

12:13 (02 MINUTES) -  - THANK YOU AND CLOSE  

 
1 (02 minutes)  (Slide) 

- Say nice / motivating things to your directors and managers and thank them for 
their efforts. 

 



Managerial Leadership 
Information sessions for all staff 

Recommendations: 
• Induction – general overview (perhaps done by the Executive Director) 
• New managerial roles 
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Managerial Leadership 
The WorkSafe Way 

How to continue Managerial Leadership discussions: 

• Include as a regular item on EMC meetings 

• Include as a regular item on OMC meetings 

• Include as a regular item on branch/team meetings 

• Create a Managerial Leadership meeting 

• How to use these meetings:  how to communicate outcomes. to discuss whole of  
WS – strategic issues, ID Issues / risks / innovations / etc.  What we 
doing/achieving. 
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Shared Understanding 
Identifying topics for discussion 

Do we have a shared understanding about:   
 
1. How we resourcing ourselves for country visits – getting to people 
2. The skills/knowledge/experience needed to undertake complex work.   
3. The effect of employee turnover on our ability to do our work 
4. How we adjust to having more technology 
5. Performance indicators: are they appropriate?  Too simple?  Q:  Do the indicators drive 

unwanted behaviours? 
6. Whether or not the rationale for our decisions are communicated well enough? 
7. How we operate under our new mission statement.  Do we articulate how our teams 

contribute?  Is the role of inspector consistent? 
8. WS document to be better used as resource for others 
9. About what ‘quality’ work looks like? consistency of expectations  
10. How we integrate our projects 
11. Difficult hazards difficult to enforce – should they down investigation path? 
12. What information should staff get?  Communication – up and down 
13. How branches work differently:  we should better communicate why things are different 

(reduce the perception of inconsistency) 
14. Challenges:  Time to deliver information vs constant service delivery 
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Shared Understanding 
Topic 1: Communication 

Table Presentations:  possible solutions and ideas 

 

1. EMC meetings:  add a regular item about communicating information to staff 

2. Consistent EMC debrief (notes) perhaps by one person, objective file, relevant (brief) 
items.   

3. Communicating change:  deliver messages at divisional, branch and team meetings – 
consider various ways to deliver the message 

4. Vision and Mission:  to staff, to WA,    

5. Launch of website:  could also launch Vision and Mission, inspector role 

6. Continue Executive Director debrief to staff (consider frequency) 

7. OMC and EMC: dot point outcomes for communication to staff 

8. Role clarity: use the PRD system to reinforcement ML system 

9. Lead by example:  bring information/ideas from staff upstream 
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Shared Understanding 
Topic 1: Communication 

Recommendations: (connected, engaged, included) 

• EMC:  to decide what messages go to all staff, language. Method: Dot point, to verbalise 
and to read.  Debrief.   

• Ditto OMC 

• Induction: foundations of role (safety: facilitate vs obligation) 

• Vision/Mission:  communicate strategies and tactics.  Make them visual (on walls).  Role 
clarity plus rationale for decisions. 

• ED presentations to all staff:  High level.  Twice yearly. 

• Branch meetings:  work on consistency.  Build on big picture.  (logistical challenges) (not 
talk-fest) (timing) 
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Shared Understanding 
Topic 2: Performance Indicators 

Table Presentations:  possible solutions and ideas 
• Wise:  implemented differently.  Indicators open to interpretation.  Managers to be 

conscience. 
• Quality of Work:  checks to ID variances. Useful for coaching. 
• Quality: cross-check between teams (later – long term) 
• PIR 
• Interpreting indicators:  how to.  What do the numbers mean relevant to the 

branch/team – managers to decide.  Can they be compared between branches? 
Or not. (variance:  Hospital vs shop) 

• BSC:  use dropout rates 
• Indicators driving behaviour:  marginal issue - HH,  
• National strategy:  align with national 
• WISE: some resistance to logging investigations?  
• Focus:  Amount of numbers vs quality vs outcomes?   
• What is our quality measurement?   
• Enforcement KPI?  85% - what staff need to know.  How is it interpreted? 
• Managers to judge quality of inspections in regard to quality and valid location 
• Do are KPIs extend us?   
• What should our KPIs be? 
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Shared Understanding 
Topic 2: Performance Indicators 

Recommendations: 
 

• KPI - Needs work -  particularly proactive inspections 

• Identifying where inspectors need to focus  - most unsafe/health areas 

• Clarifying KPI intent for inspectors (not a competition) 

• Research other KPI 

• The impact of inspector’s presence 
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Shared Understanding 
TOPIC 3:  Branch differences 

Table Presentations:  issues 

Why – rationale to provide to staff (addressing the elephant of inconsistency).  Branches have 
different drivers – also different political interest. 

• Avenue to assist staff to understand what other branches do 

• Providing rationale (to staff) as to why branches work differently 

• Difference:  number of notices/ visits. (perception vs reality).   

• Duty phone:  Who should and shouldn’t do duty phone.   
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Managerial Collaboration 

Recommendations: 

• OMC – good its back on track.   

• OMC – the use of working groups is good 

• Considering all WorkSafe teams:  perhaps include in OMC at beginning of meeting 

• Collaboration to occur across teams:   serious/fatal incidents – team up across branches 

• Collaboration to occur across WorkSafe: projects:  (ie: implementation of new legislation) 
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MANAGERIAL LEADERSHIP SYSTEM 

Managerial leadership is a specific accountability which is built into all managerial roles. In short, 
leadership is about influencing behaviour and management is about achieving divisional goals as set 
by the Executive Director WorkSafe. 

At WorkSafe, a managerial leader is any person who has formal authority to set the work direction 
for another person. Each managerial leader has a role to create and maintain conditions which 
enable their staff to carry out their work in an informed, productive and harmonious environment 
unencumbered by negative human or procedural elements. The Managerial Leadership System is 
founded on four pillars, being: 

o principles 

o concepts 

o accountabilities and authorities 

o reflective, assessment and enabling tools 

Managerial leaders are obligated to accept, model and promote WorkSafe's Managerial Leadership 
System. The purpose of this paper is to provide a brief description of the pillars which make up the 
Managerial Leadership System. Each managerial leader has a role to train, develop and provide 
ongoing support to the managerial leaders in their team. The purpose of the System is to achieve 
WorkSafe's Vision and Mission, being: 

Safe and healthy Western Australian workplaces 

to inspire employers and workers to ensure workplaces are safe through 
partnership, education and enforcement 

The Managerial Leadership System came into effect on 1 July 2013. It was implemented with a launch 
for all staff and was supported by a two-day workshop for all managerial leadership staff. This paper will 
be reviewed before the end of 2014 by a method decided by the WorkSafe Executive Management 
Committee. 
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MANAGERIAL LEADERSHIP PRINCIPLES 

The managerial leadership principles set out below support Commerce' s Values, WorkSafe's Code of 
Behaviour and WorkSafe's desired culture. All focus on demonstrating professionalism, providing 
service to the community and showing respect to each other. All of which enhances WorkSafe's image 
and gives the community another reason to trust our capability and respect our commitment to 
supporting stakeholders in making safe and healthy Western Australian workplaces. 

WorkSafe managerial leaders are accountable to model and promote the managerial leadership 
principles. The managerial leadership principles must be reflected in their actions, decisions and 
leadership. 

o Behave with integrity 
be open and honest 
be unswervingly professional 
respect individuals and their contributions 

o lead by example 
model the Values and lead our culture 
keep a positive 'can do' approach 
question the 'status quo' when it needs questioning 

o Be compassionate and courageous 
take personal responsibility 
challenge inappropriate behaviour 
have the difficult conversation with a view towards helping 

o Drive continuous personal development and business innovation 
think of ways to 'do more with less' for the WA community 
identify when change and improvement are needed 
build your team: individually and coll ectively 

As a reminder, the Department of Commerce Values are: 

integrity and professionalism 
making a difference 
valuing our people and their contribution 
innovation 

And the WorkSafe Code of Behaviour requires all staff to understand : 

the importance of people trusting our actions and decisions 
our legal role in administering the OSH legislation 
our obligations as public officers and abiding by them 
the importance of treating others with patience, tolerance and respect 
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MANAGERIAL LEADERSHIP CONCEPTS 

The purpose of the managerial leadership concepts are to reinforce the importance of a united 
management team and to recognise the value it can bring to serving our community by using our 
individual and collective capabilities to support stakeholders to make safe and healthy Western 
Australian workplaces. 

Solid Foundations 

The solid foundations concept is about acknowledging that the success of any 
organisation is based on how clear its vision is and the strength of its leadership, 

business systems and culture. When these three elements are well-constructed, connected and 
innovative the resulting sum is far greater than its individual parts. The above icon communicates our 
formula for achieving organisational success. Vision= strong leadership+ sound business systems+ a 
cohesive culture. 

At WorkSafe, managerial leaders are accountable to conceive and communicate a clear direction, 
provide a consistent, fair and cohesive leadership, create and model a professional'can do' workplace 
culture and build efficient and innovative business systems. 

Managerial Collaboration 

The managerial collaboration concept is based on two significant tenets. Firstly, 
although WorkSafe is structured into six branches WorkSafe is one-team. Managerial 

leaders must seek out and consider ways to improve the content and delivery of their team's work by 
proactively engaging in collaboration and teamwork with their peers, the other divisions within the 
Department of Commerce and relevant external organisations. 

Secondly, all roles are important. Each role exists because it plays an essential part towards achieving 
WorkSafe's Vision and Mission statements. Managerial leaders must model and promote their respect 
for all roles, the people in them and their contributions to work outcomes. 

Collaboration and teamwork taps into the collective knowledge, skill and wisdom which exists within 
the 'talent-bank' of WorkSafe employees. It results in increased engagement and better service 
delivery to the community. 
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Manager- Employee Relationship 

The manager-employee relationship concept is based on understanding that the most 
important relationship towards achieving WorkSafe's vision and mission is the 

relationship between the manager and their employee. A strong relationship which is built on trust 
and respect is the glue which enables both parties and WorkSafe to succeed. A key element of the 
managerial leadership system is that every person has one formal manager and that manager is 
accountable to create and grow this important relationship. 

Shared Understanding 

The shared understanding concept is all-inclusive. It can broadly apply to staff 
understanding the public sector, Commerce and WorkSafe environment, etc and it can 

specifically apply to staff understanding WorkSafe's culture, their team and their job, etc. This concept 
recognises the importance managerial leaders place on their staff understanding thei r responsibilities 
and the information given to them. It also places responsibility on managerial leaders to provide their 
staff with relevant information and context. The shared understanding concept doesn't support the 
disclosure of confidential matters, none the less it places an obligation on managerial leaders to be 
open with their staff where and when they can be. Managerial leaders are accountable to build the 
general and specific understanding of those they lead. 

Communication is a significant element of the shared understanding concept. The consistent use of 
language throughout an organisation enables staff to quickly understand key concepts and directions. 
This concept requires managerial leaders to deliver their communications in ways which ensure each 
recipient understands the communication as the manager intended them to. 

Achieving a shared understanding involves including and engaging staff. It advocates a culture of 
sharing knowledge and information with others so we can provide an improved service to the 
WA community. 

Level of Complexity 

The level of complexity concept is about appreciating how complexity increases with 
each higher classification and how occupants must demonstrate increased levels of 

problem-solving, mental agility, creativity and wisdom to manage their work. Managerial leaders are 
to 'work at' the level of complexity relevant to their job. A key element of th is concept is that each 
level of management must add value to the level of management below. 

Level of complexity is also about understanding that for an organisation to be successful its vision 
must be supported by well-considered strategy and that strategy must be supported by relevant and 
practical tactics. For all to dovetail, each managerial leader must 'focus on' thei r area of concern as 
well as understand how their area of concern connects to the big picture set against a range of 
contexts. At WorkSafe, each level of management is accountable to focus their intelligence and 
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energy towards conceiving, solving and delivering as follows: 

o the Executive Director is accountable for creating WorkSafe's vision and mission 
c directors are accountable for creating strategy and policy to support the above 
o managers are accountable for creating tactics and practices to support the above 

With each level of management 'working at' and 'focussing on' their level of complexity, WorkSafe will 
have a clear and connected course of action to achieve its vision . And employees will have a clear line 
of sight on how their work contributes to the vision and effective business systems to use to get there. 

Role Balance 

Good leadership obtains productive results through others in an engaged, 
harmonious and orchestrated manner. To achieve their work and lead others to 

achieve their work, all elements of a leader's role must be organised in a well-considered way. The 
most effective managerial leadership is attained by leaders identifying the main categories of work 
for their role and determining the appropriate percentage of time which should be dedicated to each 
category to achieve role balance . 

The three main categories of accountabilities involve people, planning and technical work. 

The below list provides broad examples of relevant duties regardless of classification. Given roles 
and classifications do vary; each managerial leader needs to filter their work in the context of the 
three categories. 

o People work 
model leadership and cultural behaviours 
build and grow an individual relationship with staff and peers 
develop individual and team working capabilities 
monitor and evaluate individual performance 

o Planning work 
conceive, design and plan at your level of complexity (vision, strategy or tactics) 
conceive and deliver motivational messages 
schedule human, physical and financial resources for current and future work 

o Technical work 
undertake general management related work (ie. budgets, reporting, meetings) 
undertake specialist work 
provide technical advice 
represent WorkSafe 

Each managerial leader is required to undertake the right balance of work for their role and 
classification. The right balance needs to be decided between you and your manager and take into 
consideration the context of your role and the ever-changing environmental facto rs affecting your 
work. The table on the next page provides a general indication of appropriate percentages. 
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Table 1: Level of Complexity and Role Balance ready reckoner 

Managerial level and major focus People* Planning* Technical* 

About modelling About designing About delivering 

behaviours, and reporting on on general 

building plans, conceiving management 

capability and and assigning and specific 

growing trusting tasks, scheduling technical 

and collaborative human, physical accountabilities 

relationships with and financial relevant to your 

staff and peers resources role 

Percentage of Time 

2"d Level (Executive Director) 

Decide and communicate strategic intent: 45% 45% 10% 
- our purpose (vision) 

- our direction (mission) 

3'd Level (Director) 

Develop and execute strategy: 50% 30% 20% 

- translate strategy into business plans 

- develop systems and policy 

3rd Level (Director - Specified Calling) 

Deve lop and execute strategy: 30% 30% 40% 

- translate strategy into business plans 

- develop systems and policy 

4th Level (Manager) 

Develop and execute tactics: 40% 30% 30% 

- execute business plans 

- develop procedure and practices 

* time allocation percentages are approximate and may vary with factors, such staffing numbers. 
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MANAGERIAL LEADERSHIP - MATCHED ACCOUNTABILITIES AND AUTHORITIES 

In order for a managerial leader to undertake their work they need authorities which match their 
accountabilities. 

People Management Accountabilities 

At WorkSafe, managerial leaders are accountable to accept, model and promote all elements of the 
managerial leadership system and to grow our desired workplace culture. In regard to people work 
this includes: 

o setting the direction for your staff and ensuring each has a 'clear line of sight' to the vision 
o building the capability of individuals 

o building the capability of individuals to work as a team 
o exercising their managerial leadership authorities appropriately 
o improving business systems and work methods 
o their behaviour and their teams' behaviour 
o their work effectiveness and their team's work effectiveness 
o shaping their team's engagement and culture 

People Management Authorities - SAR31 

Given managerial leaders are responsible for the results delivered by their people, it is 
vital they have authorities which match their accountabilities. At WorkSafe, managerial 

leaders will exercise the below authorities wisely. In addition, as managerial leader you will use 
approved public sector and departmental policies and seek advice from human resources, finance and 
procurement when needed. At a minimum, each managerial leader at WorkSafe has authority to: 

o sanction who comes into your team 
Although you may not have authority to decide who comes into your team, you do have the 
authority to reject any candidate or employee you judge as not capable of performing the 
required work to a reasonable standard within a reasonable time. (Please see t he section on 
the next page titled 'initiate due process' for details) . 

o assign tasks to your staff 
You are the only person who can assign tasks to your staff, unless you permit other 
arrangements (see the TIRR authority be low). This authority is significant as you are 
accountable for the output and effectiveness of your team. 

o review, recognise and seek to reward your staff 
It is open to you to seek feedback from others, but you are the only person who can make 
the appraisal decision for your staff. You also have the responsibili ty to provide instant and 
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reflective recognition to your staff and to seek reward for your staff through your line of 
management. 

o initiate due process 

TIRR 

If after providing induction, training and coaching you decide your staff member is not 
performing their work as required, you are authorised to initiate due process to identify the 
reasons and address the matters. It is unacceptable to not support an employee to achieve 
competence in their work and if this cannot be achieved it is unacceptable to not manage the 
situation in accordance with due process. Naturally your behaviour, judgement and actions, 
should you ever need to use this authority, must be consistent with departmental policy, 
public sector legislation and meet the principles of procedural fairness. 

Once a conclusion has been made to use this authority you must seel< and act on advice 
from the Human Resources Branch. 

Task Initiating Role Relationship (TIRR) Authority 

The task initiating role relationship authority provides a method for managerial leaders to 
share their staff with other managerial leaders, whilst keeping the SAR31 authority intact. 

When another managerial leader needs to borrow the services of your staff, that manager 
must first approach you, the substantive manager, with their request. Following negotiation 
(or in perhaps direction) you as per the SAR3

1 authority will assign your staff member to work 
with the 'borrowing' manager, committee, or project manager, etc and you will 
communicate the terms of their release. After this has been done, the 'borrowing' manager 
has SAR3

1 authority for the terms of the release. 

Upon the employees return, the 'borrowing' manager must provide feedback to you, so you 
can better consider how to review, recognise and reward your staff member as per the SAR3

1 

authority. 

The TIRR authority allows for teamwork and cross-branch initiatives to be achieved. Some 
TIRR arrangements will be one-off transactions; others may be open such as the services of 
corporate services staff. Some TIRRs will result in more formal arrangements (ie 'at level 
deployment' or 'higher duties acting') which have public sector obligations which need to be 
adhered to. But in the main the TIRR authority is about how managerial leaders share their 
human resources to other managerial leaders to get divisional work done. 
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MANAGEMENT LEADERSHIP- REFLECTIVE TOOLS 

The following tools are designed to support managerial leaders to reflect on their own performance 
and capability with the view to understanding where they add value to their staff and where they 
would benefit from development and coaching from their manager. 

.. u Values Continuum r + ~ 
- People make judgements through their own belief system. Managerial leaders need to 

use their 'emotional intelligence' to eva luate how their behaviour, actions and 
decisions are perceived by others. 

In general, people are judged according to a universal set of values. Based on your past behaviours, 
decisions and actions your staff will draw their own conclusions about where they believe you sit on 
the values continuum. And this belief will affect how they value and treat you as a leader. 

Managerial leaders should, at a minimum, annually reflect on their past behaviours, decisions and 
actions and self-assess themselves on the below values continuum. Following this, each manager 
should create a plan of action to shift their self-perceived place on the values continuum further to the 
right. 

Dishonest ¢:1 --- --------- ---- --- ¢ Honest 
Disrespect ¢:1-------------------¢ Respect 
Unfairness ¢:1- ------------------¢ Fairness 
Distrust ¢:1- ---------------- --¢ Trust 
Cowardice ¢::1--------- ----------¢ Courage 
Uncaring ¢::1---------------- ---c::> Caring 

Public Sector Commissioner's Leadership Capability Profile 

The Public Sector Commissioner's Leadership Capability Profile identifies an extensive range of skills 
and behaviours expected at each classification. The level of complexity increases in tandem with each 
classification increase. All managerial leaders should be familiar with this document which is located 
at http://www.publicsector.wa.gov.au/workforce/leadership/capability-profiles 

It is important to understand your own individual capability profile and to know what your manager 
thinks of your capabilities. Given this, the Leadership Capability Profile has been adapted to double as 
an assessment tool to be used by you and your manager. The process involves you and your manger 
independently assessing you aga inst the relevant profile. This is followed by a meeting to discuss your 
assessments and agreed actions. 
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Reflective Questions 

The purpose of the reflective questions tool is to provide managerial leaders with an 
opportunity for targeted self-reflection on how they have carried out their 

accountabilities. At WorkSafe, managerial leaders will undertake and act on their self-reflection 
before each significant meeting of the Performance Review and Development System . The reflective 
questions set out below are examples and are not limited to the following questions: 

o Vision and Mission 
- what strategy have I shaped? 
- have my team and I delivered on our intended results? 
- have I correctly identify my priorities? 
- have I focussed on the important work? 

o Commerce Values, Managerial Leadership Principles and WorkSafe Code of Behaviour 
- how have I lived up to our values and principles and code? 
- how have I demonstrated courage? 
- how did I show compassion? 
- am I happy with the decisions I've made? 

o Leadership 
- who have I inspired and how? 
- have I made a difference to one of my staff? How? 
- who has performed better than expected? How will I recognise their efforts? 
- what improvements have I noticed within my team? 
- are my staff working in-flow and on-track? 
- did I achieve role balance? 
- what new relationships have I created? 
- what have I put off that I should be tackling? 
- how are my energy, health and motivation levels? 
- what have I felt uncomfortable handling and why? 
- have I given regular and helpful feedback to my staff? 
- what area has taken up most of my time (people, planning or technical)? 

o Culture 
- what have I done to grow our desired culture? 
- what cultural changes have I noticed in the last quarter? What am I going to do 

about it? 

o Business systems 
- are my staff members' time and energy being used effectively? 
- what work method needs to change to be more effective or efficient? 
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MANAGEMENT LEADERSHIP- ASSESSMENT MODELS 

The following models are designed to support managerial leaders to understand and assess the 
capability of their staff. 

Individual Capability Profile 

The Individual Capability Profile provides a description of the nine factors an employee 
needs to demonstrate full competence in any given job. They are: 

o knowledge/qualifications, skill/experience and wisdom 
o value the work (care), prefer the work (like) and have an absence of inhibitors 
o ability to work at the relevant level of complexity 

This model provides you with a method to learn about each employee's capabilities and identify what 
factors positively and negatively impact their performance. It enables you to better understand where 
you can add value to each employee. When you understand the elements necessary for a high 
performing employee you can identify where you need to apply your coaching skills to support them 
to either keep on-track with their work or to build their capability to become competitive for a higher 
classifications. 

Collective Capability Profile 

The collective capability profile provides a method to learn about how each employee 
is affected by the individual capability profile of their manager and the individual 

capability profile of an organisation. A typical response to an employee's underperformance is to 
concentrate on that employee. Yet, the employee is only 1/3 of the equation. The remaining 2/3 of 
the equation include their manager and their organisation. 

This model is a reminder for you to reflect on how your capability as a managerial leader and how 
WorkSafe's business systems affect each individual's capacity to deliver on their work. If we don't 
consider the whole picture we may commence corrective action on an individual and see no 
improvement and perhaps a reduction in performance due to perceived unfairness. 
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Working in-flow 

When an employee is working in-flow they are working at the right level of complexity 
and they are working in an environment where their work and their individual 

capability profile are well matched. This balance usually results in an employee who is highly 
motivated and productive. Generally speaking, workers who are not working in-flow can over a 
period of time become stressed. Those who are working at a level of complexity greater than their 
current individual capability profile may develop feelings of anxiety, worthlessness and poor self
esteem. Those who are working at a level of complexity below their current individual capability 
profile may have feelings of frustration, boredom and reduced motivation. Either way, people not 
working in-flow can experience stress. And stress can manifest itself in a myriad of expensive and 
negative ways for an individual and for an organisation. 

At WorkSafe, managerial leaders are accountable to regularly use the working in-flow model to assess 
their staff and to consider how to keep them working in-flow both now and as their capabilities grow. 

Working on-track 

When an employee is working on-track they understand and commit themselves to 
their role, the desired culture and the business systems to be used. This balance 

usually results in an employee understanding their value to the organisation and having a clear 'line of 
sight' between their role and the vision and mission. Again, they are also working in an environment 
where their work and their individual capability profile are well matched. When an employing is not 
working on-track they are either unable to do their work without coaching or other assistance, chose 
not to do their work or misunderstand their role. Either way, people not working on-track need to be 
assisted or managed back on-track at the earliest point of departure. If a person is ultimately resistant 
to the necessary change, you may need to apply the department's substandard performance or 
discipline process. 

At WorkSafe, managerial leaders are accountable to regularly use the working on-track model to 
ensure their people have not departed from a working on -track status and if they have they must 
manage their return to as a matter of priority. 
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MANAGERIAL LEADERSHIP - ENABLING TOOLS 

The following enabling tools are to be used by managerial leaders to assist their staff to better 
understand their role and achieve the requirements of their role. 

The 4 Questions 

This tool starts with the premise that all employees want to work to the best of their 
ability. In order to support your employee to perform at their best, they need to know 

the answers to the 4 questions: 

o Where are we going? (translate the vision, mission, strategy and tactics) 
This task is about ensuring each staff member understands the importance of WorkSafe's 
vision and mission to the community and learns about the various strategies WorkSafe uses to 
achieve its vision . This question is about increasing their understand ing of the big picture and 
their appreciation of other roles within WorkSafe. This is a time to set the scene that 
WorkSafe is one team. Naturally, you may need to adapt your communica tion style and 
language to ensure each employee understands the messages you intend them to hear. 

o What's my job? (provide clarity about their role) 
This question is about ensuring each staff member understands their job and how it links to 
the vision. It is also about understanding how their job connects and affects other j obs. 
Questions about how their job should be executed are supported by the enabling tools such as 
the task assignment model, the model of work and the teamwork model. 

o How am I performing? (provide instant and reflective feedback) 
This question is about letting your staff know what you think about their work performance and 
behaviours. Providing feedback on unacceptable work and/or behaviour is a difficult task, so 
you may need to model courage and compassion if you ever need to assist an employee to get 
back to working on-track quickly. A good tactic to demonstrate your respect is to correct in 
private. Aside from being confidential, corrective feedback should also be timely, work-based, 
specific and constructive. It's about making the effort to understand why the person has 
deviated from working on-track and creating a path for their return to acceptable performance 
and/or behaviour. Positive feedback is a good way to recognise your staff for their cont ributions 
and behaviour. It is important to use positive feedback to recognise and reward behaviours you 
want to be repeated. Positive feedback needs to be authentic and specific. 

o What's my future? (provide ca reer development) 
This task is about working wi th your staff to identify and plan their short t erm and long term 
future in the context of their current career path. It is anticipated this question will be answered 
annually in connection with the Commerce Performance Review and Development System. 

When your staff are clear about the answers to the 4 questions they are better able to undertake and 
concentrate on their work, knowing their energies are being put to good use. 
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M Model of Work 

The model of work is an enabling tool to assist managerial leaders to understand how 
to keep their staff working in-flow now and as their capabilities grow over time. 

Work is about achieving a productive outcome, but what is work itself? Work is the exercise of 
judgement and decision-making. It's about the 'thinking' a person undertakes to ensure their actions 
can achieve the required outcome in the most effective and efficient manner. Those who act first and 
think later may be wasting time and money (ie, by wasting resources and having to do the task again) 
and may negatively affect our morale and reputation (ie, by getting it wrong, feeling bad, annoying 
others and having to deal with the repercussions). 

As a managerial leader, you are accountable to marshal the capability of your people so they can 
achieve their allocated work. The model of work provides a framework for you to do your people work 
and think about how to match a person's capability to a new or major task. The model of work 
requires you to understand each person's individual capability profile. The model of work is about 
people using their individual capability to do the work within the boundaries you set. Your role is to 
assist them to understand the boundaries. Boundaries which are too loose can result in a person 
getting lost in their work and boundaries which are too tight restrict a person's creativity and the 
productiveness of the outcome. The model of work is about allowing each person to take ownership 
of their task. They are accountable to work out the challenges and solutions to achieve a productive 
outcome. This model of work is also about your monitoring their progress and providing insight and 
coaching when needed, if at all. 

The model of work dovetails with the task assignment model. 

Task Assignment - CPQQRT 

The acronym CPQQRT stands for context, purpose, quality, quantity, resources and 
time. This tool provides a formula to describe one of the model of work boundaries 

relevant to a significant task. 

Before you task your staff with a job, you must have a clear idea of what a good outcome looks like, 
why it's important, what resources can be used and when you want it completed by. That is, the what, 
why, who and when. The task assignment tool leaves the employee to work out the 'how'. It provides 
them with the freedom and accountability to use their individual capability to fulfil the task within the 
boundaries you set. The task assignment tool reduces a micromanaging mentality (do it my way) and 
encourages a coaching mentality (how are you thinking of doing it and why?). 

When a subordinate receives the benefit of a conversation with you around the relevant factors, they 
can undertake their work with more success and less angst than would have occurred without the 
benefit of your insights. Effective task assignment enables your employee to do a good job the first 
time round. It saves time (no rework) and resources (no waste) and it increases your staff member's 
confidence, earns your respect and enhances the manager-employee relationship. 
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To be able to provide a clear task assignment the managerial leader needs to be clear about what is 
wanted and why before they allocate a task to an employee. 

Table 2: Effective Task Assignment 

Context This element answers the question: Why are we doing this? What issues are 
surrounding this task? 

The managerial leader needs to ensure the employee understands why the work is 
important and how it contributes to the vision . Depending on the complexity of 
the task, the employee may also need further information, such as a description of 
the 'big picture'; the historical background; and other issues he or she may not be 
aware of, like the competing or conflicting perspectives of stakeholders. 

Purpose This element answers the question: What needs to be achieved? How will it be 
used? 

The managerial leader needs to ensure the employee understands what needs to 
achieved and how the outcomes of their labour will be used. 

Quantity This element answers the question: What is the scope of the work? 

The managerial leader needs to ensure the employee understands the scope of the 
work so that they are able to work on-track. Without this information, the 
employee may over or under achieve on the outcome, or deliver an outcome 
which is inconsistent with the outcome sought. 

Quality This element answers the question: What does a good job look like? 

The managerial leader needs to ensure they understand what a good job looks like 
before they ensure the employee understands the same picture. Discussion must 
identify the physical and non-physical specifications necessary to achieve the 
required resu lt. 

Resources This element answers the question: What resources are available? 

This element puts boundaries on the resources a person can use. Resources include: 
the employee's time; money; materials; other people's expertise and time, etc. 

Time Th is element answers the question: When is this work due? 

The task assignment model dovetails with the teamwork model. 
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Teamwork Model 

This teamwork model sets out the accountabilities relevant to the team leader and 
each of the team members. The model is framed around the eight steps necessary to 

achieve a successful outcome. This teamwork model should be used when several people are involved 
in solving a complex problem or project. A significant benefit of the model is that the diversity 
everyone's individual capability profile contributes is tapped into. 

Please see the Teamwork paper for further information on how teams work at WorkSafe. 

Table 3: Teamwork Model 

Team Leader Teamwork Steps Team Member 
Accountabilities Accountabilities 

Explain Context and Purpose Understand 

Identify Critical Issues Contribute 

Seek and Listen Contributions Listen and Provide 

Make Decisions Acknowledge and Support 

Assign Tasks Clarify 

Monitor Task Execution Concentrate and Cooperate 

Provide Coaching Accept 

Provide Review Demand 

Performance Review and Development System {PROS) 

To ensure each employee is in a position to succeed in their role, manageria l leaders 
must ensure each staff member is prepared for their role before the commencement 

of each PROS cycle. Through your leadership, each employee must: 

o know the answer to the 4 questions 

o understand work is about thinking and planning before acting 

o receive considered and clear task assignments 

o receive constructive feedback which is reflective 

o receive inspiration, development and coaching 
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PUBLIC SERVICE AND COMMERCE HR GOVERNANCE 

The purpose of the below information is to remind managers that WorkSafe is bound by departmental 
and public sector human resource governance. Managerial leaders need to appreciate the depth and 
breadth of the framework they must work with in. Before commencing work (or making promises) on 
any of the below topics, it is important to seek advice from Commerce's human resource staff. The 
below list is not specific nor is it limited to the major topics below. 

Commerce HR Governance 

" classification determination 
0 job description 
0 redeployment 
0 recruitment 
0 induction 
0 code of conduct 
0 delegations from the DG 
0 acting greater than 6 months 
0 transfer 
0 secondment 
0 training 
0 grievance 
6 ill health retirement 
0 substandard performance 
0 discipline 

Public Sector HR Governance 

legislation {various) 

regulations (various) 

o industrial award 

o industrial agreement 

o code of ethics 

o public sector standards in human resource management 
o premier's circulars (various) 

commissioner's instructions (various) 

labour relations circulars (various) 

approved procedures (various) 

o administrative instructions {various) 
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MANAGERIAL LEADERSHIP SYSTEM- THE 'TO DO LIST' 

Table 4 contains a summarised list of the managerial leadership duties contained in this paper. 
All tasks are set against the major headings described in the Leadership Capability Profile. Tips on how 
to best achieve the below were explored at the managerial leaders' information session. 

Table 4: Managerial leadership duties set against PSC Leadership Capability Profile 

Shape and manage strategy (Inspire others, think strategically, harness opportunities and show judgment) 

o model and promote the managerial leadership principles (p4) 

o set and deliver a clear 'one-team' direction for your staff (pS ) 

o provide a consistent, fair and cohesive leadership to staff (pS) 

c build efficient and innovative business systems (pS and 9) 

e create and model a professional'can do' workplace culture(pS) 

o focus on the level of complexity relevant to your hierarchy (p6) 
o work at the level of complexity required of your classification (p6) 

o engage proactively with peers to build and benefit from managerial collaboration (pS) 
o undertake the right % of work at each category to achieve role balance (p7) 

Achieve results (build capability, use professional expertise, manage change and do what you say you will do) 

o use the model of work when assisting your employees to understand their work (p16) 

o use the task assignment model when issuing new or significant tasks (p16) 
o use the teamwork model when several staff are working on a complex task (p18) 

o use the commerce PROS System (p18) 

Build productive relationships (grow relationships, promote collaboration, values differences, guide and coach staff) 

o create and grow the managerial-employee relationship (p6) 

o check each staff member knows the answer to The 4 Questions (plS) 

o build the capability of your staff (p9) 
o build the capability of your staff to work as a team (p9) 

o assess yourself against the PSC Leadership Capability Profile (p12) 
o assess each staff member against the Individual Capability Profile (p13) 

c assess how each staff member is affected by the Collective Capability Profile (p13) 
o determine if each employee is working in-flow and on-track (p14) 

Exemplify personal integrity and self-awareness (be professional, courageous, resilient and committed) 

o understand and abide by Commerce and Public Sector HR governance (P19) 

o exercise your managerial leadership authorities appropriately (p9) 

o undertake a values continuum reflection before you commence each PROS cycle (pll) 

o regularly use the reflective questions and incorporate outcomes in your action plan (p12) 

o show your respect for all roles, the staff in them and their contributions to outcomes (pS) 

Communicate and influence effectively (be clear about your message, listen to others, be adaptive and persuasive) 

o create and build a shared understanding (p6) 
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QUALITY INVESTIGATION POLICY 

Introduction 

1.1 The WorkSafe Division of the Department of Commerce is committed to providing a 
transparent and consistent approach to its compliance activities. 

1.2  The WorkSafe Quality Investigation Policy supports the legislative framework 
established by the Occupational Safety and Health Act 1984 (‘the OSH Act’). 

1.3  The principal objective of the Western Australian occupational safety and health 
(OSH) laws is to promote and secure the safety and health of people at the 
workplace. 

1.4 This document supports WorkSafe’s Compliance Policy and Priority Investigation 
Policy and sets out how WorkSafe expects its inspectors to conduct workplace 
investigations. 

Investigations – general 
1.5 Section 43 of the OSH Act establishes the powers of a WorkSafe inspector, which 

include being empowered to inspect and examine any workplace and conduct such 
examinations and inquiries considered necessary to ascertain whether there is or has 
been compliance with the OSH Act.  

1.6 WorkSafe inspectors are expected to conduct best practice investigations for each 
workplace visit.   

1.7 A ‘best practice investigation’ for reactive work is defined as one in which:  

• all the issues raised in relation to the complaint or injury or disease notification 
and their surrounding circumstances and the priority areas have been  
investigated; 

• the incident site is visited (where practicable) and relevant people have been 
interviewed; 

• the investigation is planned beforehand, with a WISE search to review previous 
WorkSafe interactions with the workplace or entities;  

• any necessary checklists or information products are prepared;  

• the inspector has the necessary equipment (including PPE) available; and 

• for fatalities and serious incidents, the investigation is conducted in accordance 
with WorkSafe’s Case Management System Instruction Manual. 

In most circumstances, an investigation must involve more than just reviewing the 
employer’s incident investigation report. The employer’s incident investigation report 
may form part of WorkSafe’s investigation, and the inspector will seek further 
information as required in relation to the incident and any actions arising. 

With investigations that have been ongoing for considerable time, an inspector’s 
team manager has the discretion to make a decision on when it is complete. 
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1.8 Discretion on inspecting priority areas during a reactive visit is permitted where: 

• an investigation involves multiple visits to a workplace or where there is a fatality 
or serious injury/disease. In these circumstances, it may not be appropriate to 
complete priority investigations at the first visit; 

• where there is a high level of tension associated with a situation, such as dealing 
with a request to attend or dealing with a section 25 of the OSH Act (resolution of 
issues) matter, and further investigation may inflame the situation; 

• where all priority inspection areas have been already covered in the preceding  
12 months; or 

• where there is limited time. However, in this case, the inspector should conduct a 
subsequent visit to inspect the relevant priority areas. 

1.9 A best practice investigation for a proactive project is one in which project 
specific matters determined by the project plan, as well as all the relevant priority 
areas are investigated. In most cases, this is achieved by using the project specific 
checklist. 

1.10 Inspectors are empowered under section 43(1)(ea) of the OSH Act to provide 
information to any person to facilitate compliance with the OSH Act. During a best 
practice investigation, the inspector will identify whether the duty holder requires 
additional information to facilitate compliance, and will refer the duty holder to such 
information or, where appropriate, provide such information directly.   

1.11 Where inspectors identify more complex or specialised hazards and are uncertain of 
the appropriate regulatory response, they should seek advice from their team 
manager in the first instance.  

1.12 Inspectors generally do not advise beforehand when they are to inspect a 
workplace. However, there may be instances when it may be necessary to confirm 
with the workplace that the visit is to take place, for example with visits to regional 
workplaces. 

1.13 For investigations of bullying complaints, an inspector will make contact with the 
enquirer to gain agreement to contact the employer before visiting a workplace. 

1.14 For both reactive and proactive work, an inspector is to give no indication regarding a 
complaint of why he or she has gone to a workplace.  

Investigations – information gathering 
1.15 All investigations will gather contact details on the workplace’s mechanisms for 

consultation, such as safety and health representatives and committees, and enter 
them into WISE.  

Breaches  
1.16 Where breaches are identified, enforcement action will be undertaken as per sections  

2.15-2.20 of WorkSafe’s Compliance Policy. 

1.17 Enforcement action will be consistent irrespective of the business size ie consistent 
for both large and small businesses. 

1.18 Any verbal directions issued and complied with on site are to be entered into WISE. 

1.19 All improvement notices will identify, in the inspector’s opinion, reasonable grounds 
for each element of a provision or regulation breach. All prohibition notices will 
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identify, in the inspector’s opinion, reasonable grounds for the belief that an activity is 
occurring or may occur which involves or will involve the risk of imminent and serious 
injury or harm to health. 

1.20 Where practicable, improvement notices will be issued on the same business day 
that the investigation is concluded or, if there is insufficient time on that day, then on 
the next business day. 

WISE 
1.21 All relevant details from an inspection will be entered into WISE within 24 hours or 

the next business day. This includes:  

• the correct legal entity, as far as can be determined; 

• entity contact details and consultative mechanisms (in name/entity maintenance 
screen); 

• brief statement regarding SHReps elected and how relevant SHRep is notified of 
outcomes of the investigation; 

• brief statement in relation to number of workers and nature of work; 

• brief statement when labour hire workers are engaged; 

• reason for the visit; 

• actions taken on site; 

• start and end times of relevant activities (ie Visit/inspection) recorded; 

• contact details for relevant people; 

• whether or not breaches were identified (where the investigation followed a 
complaint, indicate for each element of the complaint whether the alleged breach 
was substantiated); and  

• relevant interactions with the workplace. 

1.22 For both reactive and proactive workplace visits, priority inspection records (PIRs) 
are to be entered into WISE for each priority area inspected. 

Record keeping – Objective 
1.23 All document records (including emails and photographs) created, sent or received in 

relation to an inspection or investigation are to be saved in to Objective and linked to 
WISE. 
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Performance Review and Development Plan 
Inspector – Level 5.1 or first 12 months of service 
 
Personal details 
Name 
Position 
Manager 
Manager-One-Removed 
Commencement date of plan 
Mid Cycle Review date 
Final Review date 

 

            Directorate 

 

 

 

 

 
 
AIM 
The Performance Review and Development System was designed to support the Department of 
Commerce to meet its goals and responsibilities through linking employee’s performance with the 
achievement of objectives and to assist employees to achieve their professional goals.  Performance 
review, when done well, can be of considerable value to an organisation, its managers and its 
employees.  It is also a statutory requirement that the performance of the Department of Commerce 
employees be evaluated. 
 
 
 
 
 
 
 
 
 
 

 
 
 

    
 Agree on key result areas  
 Agree on objectives and 

goals 
 Agree on performance 

indicators 
 Discuss the core 

capabilities 
 Identify learning and 

development needs 
 Complete the Learning and 

Development Action Plan 
 Finalise Performance 

Review and Development 
Plan 

 

 Review the employee’s 
performance against the 
key result areas and the 
core capabilities  

 Update Plan if required 
 Review learning and 

development needs  

 Assess and rate the 
employee’s 
performance against 
the key result areas 
and the core 
capabilities 

 Provide an overall 
rating of performance 

 Review learning and 
development needs 

 Employee to complete 
and provide Upward 
Feedback Form to 
Manager One Removed 
within two days of Final 
Review Meeting 
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INSTRUCTIONS 
 
The performance review cycle comprises the following meetings: 
 
1. THE PERFORMANCE REVIEW AND DEVELOPMENT PLANNING MEETING  
 
The purpose of this meeting is for the manager and employee to: 
 agree on the key result areas for the performance review cycle; 
 complete the Learning and Development Action Plan; and 
 discuss the core capabilities. 

 
Following the meeting, the Performance Review and Development Plan is signed by the manager and 
employee and endorsed by the Manager-One-Removed.  The manager should keep the original of the 
Plan and provide a copy to the employee.   
 
A copy of the Learning and Development Action Plan only should be forwarded to the HR Directorate.  
The HR Directorate will organise and coordinate the training requirements of employees. 
 
2. THE MID CYCLE REVIEW MEETING 
  
During this meeting, the employee’s performance to date, progress against the key result areas and the 
core capabilities are reviewed.  The manager should consider any actions or issues which may require 
the plan to be revised or updated.  Generally one mid cycle review meeting will be held after 6 months.  
However, additional review meetings can be agreed. A separate review form is available for this 
purpose. 
  
A review of the Learning and Development Plan should be undertaken to ensure that previously 
identified learning and development activities are completed or will be completed before the end of the 
current performance review cycle.    
 
3. THE FINAL REVIEW MEETING 
 
At the Final Review Meeting, the manager should review the overall performance of the employee 
during the year.  
 
The manager should provide a written assessment and rating of the employee’s performance against: 
 each key result area in the Performance Review and Development Plan;  and 

 each of the core capabilities. 

A rating on overall performance is also given. 

Managers may choose to use the Final Review Meeting to also develop and discuss the Performance 
Review and Development Plan for the next performance review cycle. 
 
Rating Scale: 
 Exceptional is performing well above the standard expected 
 Very Good  is performing above the standard expected 
 Good is performing at the standard expected 
 Improvement Needed is performing below the standard expected 
 Unacceptable is performing markedly below the standard expected 
 
(For guidance refer to Rating Scale in Practice in the Performance Review and Development Guidelines)  
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Performance Review and Development Plan 
PLANNING REVIEW 

 
 

KEY RESULT AREAS 
(Responsibilities) 

 
OBJECTIVES / GOALS 

 
PERFORMANCE INDICATORS 

 
MID CYCLE REVIEW OF KEY 

RESULT AREAS 
 

 
FINAL REVIEW OF KEY RESULT AREAS 

Assessment Rating 
Identify and list the agreed key 
result areas that need to be 
addressed by taking into account 
the Division / Directorate goals, 
the Business Plan and JDF. 

i.e. What are the broad areas in 
which results need to be 
produced? 

Identify and list the agreed 
outcomes or goals to be 
produced over the life of the 
plan. 
 
 

i.e. What results need to be 
achieved 

Identify and list agreed evidence or 
standards of performance against 
the outcomes and goals.   
 
 

i.e. How will you know that the 
outcomes and objectives have been 
achieved 

During the meeting assess the employee’s 
performance against key result areas, and 
note any changes that may have occurred 
during the review period. 

During the final meeting assess the 
employee’s performance against key 
result areas. 

The meeting should cover the 
employee’s progress and performance 
during the entire review cycle.  

For guidance refer 
to Rating Scale in 
Practice 

 
1. Operational Activities 

The core duties of this 
position are effectively and 
efficiently attended to: 
• Routine tasks (e.g. 

Duty phone) 
• Complete reports 
• Complete relevant 

documentation  
• Assist customers 
• Undertake research 

• Thoroughness, Accuracy, 
Timeliness, Comply with 
directions. 

• Include additional 
performance indicators (for 
instance based on selection 
criteria in JDF, KPI’s set in 
the business plan for the 
team, etc.) 

   

 
2. Customer Service • Provision of 

information and 
assistance on all 
relevant aspects of 
WorkSafe guidelines 
and legislation 

• Provision of an efficient 
and effective customer 
service 

• Accuracy 
• No justified complaints 
• Comply with the 

Department of Commerce 
Customer Service Charter 

   

 
3. Teamwork 
 
 

• Active and constructive 
contribution towards 
the operational 
requirements of the 
team 

• Collaborate with others 
in and outside team to 
ensure regular 
exchange and 
updating information 

• Participate and contribute 
as a team member 

• Cooperate with other staff 
• Foster mutual respect  
• Sensitive to the needs of 

colleagues 
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Performance Review and Development Plan 
PLANNING REVIEW 

 
 

KEY RESULT AREAS 
(Responsibilities) 

 
OBJECTIVES / GOALS 

 
PERFORMANCE INDICATORS 

 
MID CYCLE REVIEW OF KEY 

RESULT AREAS 
 

 
FINAL REVIEW OF KEY RESULT AREAS 

Assessment Rating 
Identify and list the agreed key 
result areas that need to be 
addressed by taking into account 
the Division / Directorate goals, 
the Business Plan and JDF. 

i.e. What are the broad areas in 
which results need to be 
produced? 

Identify and list the agreed 
outcomes or goals to be 
produced over the life of the 
plan. 
 
 

i.e. What results need to be 
achieved 

Identify and list agreed evidence or 
standards of performance against 
the outcomes and goals.   
 
 

i.e. How will you know that the 
outcomes and objectives have been 
achieved 

During the meeting assess the employee’s 
performance against key result areas, and 
note any changes that may have occurred 
during the review period. 

During the final meeting assess the 
employee’s performance against key 
result areas. 

The meeting should cover the 
employee’s progress and performance 
during the entire review cycle.  

For guidance refer 
to Rating Scale in 
Practice 

 
4. Professional Standards 
 
 

Operate in accordance with 
the Department of 
Commerce policies, 
procedures and guidelines 

Behave in accordance with 
organisation’s standards and 
expectations; 
• Code of Conduct  
• OSH policy 
• EO policy 
• Bullying policy 

   

 
5. Learning and 
Development 

Professional 
Development 
 
Continuous development of 
relevant professional skills 
and knowledge to the 
benefit of 
WorkSafe/Department of 
Commerce and your team 

• Keep up to date with latest 
relevant information 
distributed by division 

• Act to improve knowledge 
and skills 

• Undertake knowledge 
assessments 

• Receive feedback from 
Team Members and 
Manager 

   

Diploma of Government 
(Workplace Inspection) 
 
Progression towards next 
increment or meet key 
performance indicators for 
period of service as 
indicated in Attachment 1. 

• Be open to feedback  
• Undertake and complete 

Inspector Induction and 
training programs 

• Satisfy competency 
requirements for 
progression to each 
increment or period of 
service (12, 24 or 36 
months) 

• Identify immediate, 
advanced and career 
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Performance Review and Development Plan 
PLANNING REVIEW 

 
 

KEY RESULT AREAS 
(Responsibilities) 

 
OBJECTIVES / GOALS 

 
PERFORMANCE INDICATORS 

 
MID CYCLE REVIEW OF KEY 

RESULT AREAS 
 

 
FINAL REVIEW OF KEY RESULT AREAS 

Assessment Rating 
Identify and list the agreed key 
result areas that need to be 
addressed by taking into account 
the Division / Directorate goals, 
the Business Plan and JDF. 

i.e. What are the broad areas in 
which results need to be 
produced? 

Identify and list the agreed 
outcomes or goals to be 
produced over the life of the 
plan. 
 
 

i.e. What results need to be 
achieved 

Identify and list agreed evidence or 
standards of performance against 
the outcomes and goals.   
 
 

i.e. How will you know that the 
outcomes and objectives have been 
achieved 

During the meeting assess the employee’s 
performance against key result areas, and 
note any changes that may have occurred 
during the review period. 

During the final meeting assess the 
employee’s performance against key 
result areas. 

The meeting should cover the 
employee’s progress and performance 
during the entire review cycle.  

For guidance refer 
to Rating Scale in 
Practice 

development needs 
 
6.  Motivation and initiative 

Active seeking out of work 
and duties, as they relate to 
the core business of this 
section 

• Attend to work as it arises 
• Volunteer to assist 
• Willing to perform additional 

duties 
• Advise others of relevant 

issues  
• Conscientious 
• Reliable 
• Ability to make decisions  
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Core Capabilities – Level 1 to 6 
 
The core capabilities apply to all roles within the Department of Commerce.  The capabilities are defined in the guidelines.  The employee’s performance will be 
measured against the achievement of their work tasks and the demonstration of the appropriate standard of behaviour for each capability.  At the Mid Cycle 
Review point the Manager notes the specific behaviours that should be given focus by the employee over the performance review cycle.  If behaviour is already 
satisfactory in one or more capabilities, the manager can note ‘behaviour to be maintained’ or ‘as per requirement of core capability’. 
 

 
CORE CAPABILITY 

 
MID CYCLE REVIEW 

       
FINAL REVIEW 

 
RATING 

 
1. Conceptual and 
analytical skills 
 

   

 
2. Technical skills and 
work management 
 
Refer to Key Result Area 
“Operational Activities” 

   

 
3. Client relationships, 
team and people 
management skills 
 
Refer to Key Result Area 
“Customer Service” 

   

 
4. Professionalism 
 
Refer to Key Result Area 
“Professional Standards” 

   

 
5. Communication skills 
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Learning and Development Action Plan  
 
Name:  Position/Level:  

Division:  Directorate:  

Manager’s name:  

Date Planning Meeting:   

Date Mid Cycle Review:  

Date Final Review:  

 
The Learning and Development Action Plan should be completed as part of the Performance Review and 
Development Meeting and updated as required, if additional training or development needs are identified.  
 
This form should be reviewed as part of the Mid Cycle Review and Final Review Meetings. 
 
 
Learning and Development Requirements – Step 1  
 
Current Position (Short term goal – next 12 months) 
 
Skills, abilities, knowledge and/or training 
What are the specific skills, abilities, knowledge and/or training needed in order to achieve the objectives and 
goals identified for the Key Result Areas and Core Capabilities? 
 
 
 
 
 
 
 
 
 
 
Support, Assistance and Resources 
What assistance, support, coaching and/or resources are needed to enable the agreed objectives and goals 
identified for the Key Result Areas and Core Capabilities to be achieved during the performance review cycle? 
 
 
 
 
 
 
 
 
 
 
 
Planning for the Future (Career Development – longer term goals) 
• What are the employee’s career and development goals?   
• What skills and experience would assist the employee to achieve these goals?   
• How will these skills and experience be obtained? 
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Mid Cycle Review – Step 2 
Have previously identified learning and development activities been completed? 
Have additional development needs been identified?  If so, please list them below and forward then to the Director 
HR.   
 
 
 
 
 
 
 
 
 
 
 
 
Final Review – Step 3 
Have all previously identified learning and development activities been completed? 
Are there additional development needs which need to be carried forward to the next Performance Review and 
Development Plan?    
 
 
 
 
 
 
 
 
 
 
 
Completed Learning and Development Opportunities 
Details of training courses/workshops attended or other development opportunities completed: 
 
 
 
 
 
 
 
 
 
 
 
To assist with the planning of the Internal Training Calender and other development programs and 
activities: 
 
• Following the Performance Review and Development Planning Meeting (Step 1), a copy of the Learning and 

Development Action Plan only should be forwarded to the Director, HR 
• Following the Mid Cycle Review Meeting (Step 2), a copy of the Learning and Development Action Plan only 

should be forwarded to the Director, HR, if the form has been updated with additional training or development 
needs. 

• Following the Final Review Meeting (Step 3), a copy of the Learning and Development Action Plan only 
should be forwarded to the Director, HR.  

 
A copy of the complete Performance and Review Development Plan is kept on file in a secure location with the 
Executive Assistant to the Director Operations. 
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Occupational Safety and Health and Wellbeing 
 
 
The Manager has considered the “Managers OSH Responsibility Checklist” when discussing OSH to ensure 
meeting the requirements detailed in the Occupational Safety and Health (OSH) Management Plan. 
 
Occupational safety and health 
Do you have any concerns about your safety and health at work? 
 
 
 
 
Wellbeing 
Do you have any concerns about your wellbeing at work? 
 
 
 
 
Personal protective equipment 
Do you have adequate personal protective equipment? 
 
 
 
 
Agreed actions 
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Step 1 - Performance Review and Development Planning Meeting 
 
Date meeting: _______________________________ 
 

  I have read and reaffirm my commitment to the Department of Commerce Code of 
Conduct and the Corporate Values 

 I agree/disagree with the contents of my Performance Development Review and 
Development Plan, including the Learning and Development Plan (Step 1 - Planning) 

 
Employee signature: 
 
Date: 
Manager signature: 
 
Date: 

Manager-One-Removed endorsement: 
 
Date: 

 
 A copy of the Learning and Development Plan only has been provided to the Director HR 

 

Step 2 - Mid Cycle Review Meeting 
 
Date meeting: _______________________________ 
 

 I agree/disagree with the contents of the Mid Cycle Review (Step 2 – Mid Cycle Review) 
 
Employee signature: 
 
Date: 
Manager signature: 
 
Date: 

Manager-One-Removed endorsement: 
 
Date: 

 
 If required, a copy of the Learning and Development Plan only has been provided to the Director HR. 

 

Step 3 Final Review Meeting 
 
Date meeting: _______________________________ 
 
Manager’s final comments: 
 
 
 
 
Staff member’s final comments:  
 

 I agree/disagree with the Final Review and the Rating 
 
 
 
 
Employee signature: 
 
Date: 
Manager signature: 
 
Date: 

Manager-One-Removed endorsement: 
 
Date: 

 
 A copy of the Learning and Development Plan only has been provided to the Director HR 
 Employee has been reminded to forward a copy of the Upward Feedback Form to the Manager One Removed 
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ATTACHMENT 1: ASSESSMENT FORM – LEVEL 5.2 or 12 MONTHS OF SERVICE IN LEVEL 5 
 
Name Inspector  ________________________________________________ 
Date    ________________________________________________ 
Application for level  5.2 or satisfactory performance after 12 months of service in Level 5 
Name Team Manager  ________________________________________________ 
 
TASK REQUIRED EVIDENCE COMMENTS TEAM MANAGER OUTCOME 

C / NYC1) 

Conditions 
for progression to 
level 5.2 or 
satisfactory 
performance after 
12 months of 
service in L5 

Inspector has been at Level 5 for a period of 12 months   
Required tasks have been completed   
Satisfactory performance at Level 5   

Task 1  
Undertake 
Coaching at the 
workplace 

Task 1.1 - A completed “Inspector Development Coaching form” or 
equivalent. 

  

Task 1.2 - Details of eight (8) workplace visits that you have attended as 
part of your coaching program, whilst holding a conditional Certificate of 
Appointment.  Details MUST include name of coach, date, time of entry 
and departure, address, purpose of entry, a description of things done 
while at the workplace and a summary of your debriefing with your 
coach after the visit.  You could include notes recorded in your 
Notebook, WISE Investigations and/or your Industry Visit Log, etc. 

  

Task 2 
Visit Workplaces 

Task 2.1 - Information recorded by you in your inspector notebook 
concerning six (6) workplace visits that you have conducted after you 
have been issued with an unconditional Certificate of Appointment 
pursuant to section 42 of the Occupational Safety and Health Act 1984.  
Details MUST include date, entry and departure times, and 
place/address, workplace visited, person/s interviewed, issues identified 
at the site, discussions with person/s at site, any recommendations/ 
advice given to the person including guidance to various Codes of 
Practice or other guidance material and any follow up action to be 
undertaken by the Inspector. 

  

Task 2.2 - Ten (10) completed investigations recorded in WISE.   The 
investigations must have been conducted after obtaining the 
unconditional Certificate of Appointment. 
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TASK REQUIRED EVIDENCE COMMENTS TEAM MANAGER OUTCOME 
C / NYC1) 

Task 2.3 - A portfolio of copies of at least 20 (twenty) business cards of 
workplaces your have visited. 

  

Task 3  
Issue Notices 

Task 3.1 - Twelve (12) Improvement notices, relating to twelve (12) 
different breaches/issues. 

  

Task 3.3 - Three (3) verbal directions from any area.   
Task 4 
Performance 
Development 
Review 

Task 4.1 - A copy of your Performance Development Review(s) relating 
to the previous 12 months, immediately preceding this application. 

  

Task 4.2 - A copy of the Induction Curriculum (Inspector Development 
and Training will be able to provide this). 

  

Task 4.3 - A copy of the Certificate of Completion of the “Accountable 
and ethical decision making” online training. 

  

Task 5  
Use Notebooks to 
Record  
Information 

Task 5.1 - Information recorded by you in your inspector notebook 
concerning six (6) workplace visits that you have conducted after you 
have been issued with an unconditional Certificate of Appointment 
pursuant to section 42 of the Occupational Safety and Health Act 1984.  
Details MUST include date, entry and departure times, and 
place/address, workplace visited, person/s interviewed, issues identified 
at the site, discussions with person/s at site, any recommendations/ 
advice given to the person including guidance to various Codes of 
Practice or other guidance material and any follow up action to be 
undertaken by the Inspector. 

  

Task 5.2 - Information from three (3) entries from your notebook/s 
relating to different issues of your choosing, that you have discussed 
with an employer, employee or other stakeholder. 

  

Task 7  
Provide Advice to 
Industry and the 
Community 

Task 7.1 - Notes and/or WISE entries concerning nine (9) external 
telephone or front counter OSH Enquiries about a range of topics.  The 
details recorded MUST include the date, an outline of the enquiry and 
the advice offered.  Personal details of the enquirer are not required. 

  

Task 10  
Maintain Records 

Task 10.3 - Ten (10) investigations recorded in WISE.  The 
investigations must have been conducted after obtaining the 
unconditional Certificate of Appointment. 

  

Task 10.4 - Information recorded by you in your inspector notebook 
concerning six (6) workplace visits that you have conducted after you 
have been issued with an unconditional Certificate of Appointment 
pursuant to section 42 of the Occupational Safety and Health Act 1984.  
Details MUST include date, entry and departure times, and 
place/address, workplace visited, person/s interviewed, issues identified 
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TASK REQUIRED EVIDENCE COMMENTS TEAM MANAGER OUTCOME 
C / NYC1) 

at the site, discussions with person/s at site, any recommendations/ 
advice given to the person including guidance to various Codes of 
Practice or other guidance material and any follow up action to be 
undertaken by the Inspector. 

Task 13  
Conduct 
Workplace 
Investigations 

Task 13.1 - Six (6) completed proactive investigations recorded in 
WISE, where all relevant PIR’s have been completed.  Print the 
investigations by opening each relevant investigation in WISE and click 
on the Print button located on the vertical toolbar.  Also print any notices 
issued as part of each investigation and attach these to each 
investigation. 

  

Task 13.2 - Six (6) completed reactive investigations recorded in 
WISE, where all relevant PIR’s have been completed.  Print the 
investigations by opening each relevant investigation in WISE and click 
on the “Print” button located on the vertical toolbar.  Also print any 
notices issued as part of each investigation and attach these to each 
investigation.  Also print a copy of the source (Request to Attend or 
Injury Notification) and attach this to each investigation. 

  

1) Please indicate C=Competent – NYC = Not Yet Competent 
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SUMMARY ASSESSMENT OUTCOME FORM – L5.2/12 MONTHS 
Name Inspector ___________________________________________________ 
Date   ___________________________________________________ 
Application for level 5.2 or satisfactory performance after 12 months of service in L5  
Name Team Manager
 ___________________________________________________ 
TASK C - NYC 

Conditions 

• Inspector has been at Level 5 for a period of 12 months 

• Required tasks have been completed 

• Satisfactory performance at Level 5 

 

Task 1. Undertake Coaching at the Workplace 

• Task 1.1 

• Task 1.2 

 

Task 2. Visit Workplaces 

• Task 2.1 

• Task 2.2 

• Task 2.3 

 

Task 3. Issue Notices 

• Task 3.1 

• Task 3.3 

 

Task 4. Performance Development Review 

• Task 4.1 

• Task 4.2 

• Task 4.3 

 

Task 5. Use Notebooks to Record Information 

• Task 5.1 

• Task 5.2 

 

Task 7. Provide Advice to Industry and the Community 

• Task 7.1 

 

Task 10. Maintain Records 

• Task 10.3 

• Task 10.4 

 

Task 13. Conduct Workplace Investigations 

• Task 13.1 

• Task 13.2 
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PSP51904 - DIPLOMA OF GOVERNMENT 
(WORKPLACE INSPECTION) 

 
ASSESSMENT SIGN-OFF FORM  

to L5.2 or 12 months of service in L5 
 
Inspector’s Name:  ____________________________________________ 
 
Team / Branch:        ____________________________________________ 
 
 
The inspector has met all the requirements for progression to Level 5.2 or 
satisfactory performance after 12 months of service in Level 5 
 

  YES 
 

  NO 
 
Recommendation: 

 
 
Team Manager Signature              _________________  Date:  ____________ 
 
Director Signature                          _________________  Date: _____________ 
 
 

 



 

 
 

WorkSafe compliance policy 
This document should be read in conjunction with the WorkSafe Prosecution Policy. 
 

SECTION 1 – GENERAL 

1.  Introduction 
1.1 The WorkSafe Division of the Department of Commerce is committed to 

providing a transparent and consistent approach to its compliance activities. 

1.2 The WorkSafe Compliance Policy (‘the policy’) supports the legislative 
framework established by the Occupational Safety and Health Act 1984 (‘the 
OSH Act’). 

1.3 The principal objective of the Western Australian occupational safety and 
health (OSH) laws is to promote and secure the safety and health of people at 
the workplace. 

1.4 This policy sets out how WorkSafe carries out its compliance activities. 

1.5 WorkSafe expects its inspectors to follow this policy when carrying out their 
duties. 

1.6 This document supports the Department of Commerce’s Compliance 
strategy, available at www.worksafe.wa.gov.au, and Safe Work Australia’s 
National compliance and enforcement policy, available at 
http://www.safeworkaustralia.gov.au 

Role of WorkSafe 
1.7 WorkSafe’s role is the regulation of workplace safety and health in 

accordance with the OSH Act. 

1.8 In a practical sense, WorkSafe’s role is the provision of assistance to the 
Western Australian workplace community in its endeavours to provide safe 
and healthy workplaces and compliance with the OSH legislation. 

1.9 All inspectorate activities are designed to achieve our aim of making Western 
Australia’s workplaces as safe and healthy as practicable. 

Department of Commerce 
WorkSafe Division 
  

Mason Bird Building, 303 Sevenoaks St (cnr Grose Ave),  
Cannington WA 6107 
Telephone:1300 307 877  
Email: safety@commerce.wa.gov.au 
Internet: www.commerce.wa.gov.au/worksafe 
 

http://www.commerce.wa.gov.au/WorkSafe/PDF/General/Prosecution_policy.pdf
http://www.worksafe.wa.gov.au/
http://www.safeworkaustralia.gov.au/
mailto:safety@commerce.wa.gov.au
http://www.commerce.wa.gov.au/worksafe
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1.10 WorkSafe believes compliance with the OSH laws is aided by having a 
presence in the community and visiting workplaces. This commonly occurs 
through WorkSafe inspectors undertaking workplace inspections. 

Scope of WorkSafe’s jurisdiction 
1.11 The scope of the OSH Act does not include every incident or risk to the 

community’s safety and health. Those relating to workplaces and work 
activities in general industry will normally be included, excepting for those on 
mine sites and connected to petroleum, pipelines and geothermal operations 
and those covered under the Federal Comcare jurisdiction. 

1.12 The safety of workplaces on mines sites is covered by separate legislation, 
the Mines Safety and Inspection Act 1994.  

1.13 The safety of petroleum, pipeline and geothermal activities, both onshore and 
offshore (in coastal waters to the three nautical mile limit), is covered by 
legislation administered by the Department of Mines and Petroleum. Beyond 
the three nautical mile limit, offshore activities are covered by the National 
Offshore Petroleum Safety and Environmental Management Authority. 

1.14 Issues of public safety are usually the responsibility of other State 
Government agencies, such as the Department of Transport. In addition, 
some matters may fall within the scope of the Western Australia Police. 

1.15 WorkSafe has a number of memoranda of understanding or co-agency 
agreements in place with other State Government agencies to facilitate 
investigations where there is potential for an overlap between different laws. 

1.16 The OSH Act provides inspectors with the power to undertake workplace 
inspections. These can occur as a result of members of the community 
contacting WorkSafe about an OSH issue, notification of an injury or harm or 
as part of a WorkSafe initiated compliance activity.  

SECTION 2 COMPLIANCE  

Key principles 
2.1 Inspectors are public officers and occupy a position of responsibility and trust 

in the community. They have a responsibility to promote and secure the 
safety and health of people at work within Western Australia. Inspectors must 
act ethically and treat people with tolerance and respect. 

2.2 Inspectors follow key principles in all their compliance and enforcement 
activities, outlined in Table 1 below.  

2.3 The key principles are based on WorkSafe’s Code of Behaviour (July 2012), 
the Public Sector Commission’s Code of Ethics (July 2012) and Safe Work 
Australia’s National Compliance and Enforcement Policy. 
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Key principles for inspectors’ compliance & enforcement activity 

Personal integrity Inspectors act with care and diligence and make decisions that 
are honest, fair, impartial, and timely, and consider all relevant 
information. (From the Public Sector Commission’s Code of 
Ethics) 

Targeted  Inspectors’ activities are focused on WorkSafe’s ‘priority areas’ 
and industry-specific hazards. Specialist inspectors (eg plant 
inspectors) will also focus on hazards in relation to their 
specialty. For more information on the ‘priority areas’, go to 
www.worksafe.wa.gov.au and look under ‘About WorkSafe’. 

Firm but fair  The enforcement option chosen is appropriate to the 
seriousness of the matter and the particular circumstances of 
the duty holder and the workplace. 

Consistency Inspectors endeavour to ensure that similar circumstances at 
workplaces lead to similar approaches being taken, providing 
greater protection and certainty in workplaces and industry. 
The approaches taken are consistent with the policies and 
information provided on the WorkSafe website. 

Transparency and 
accountability 

Inspectors are willing to explain their decisions and inform 
people about how complaints can be made or reviews of 
notices and decisions can be requested. For complaints and 
feedback, go to www.commerce.wa.gov.au and, for requests 
for review, go to www.worksafe.wa.gov.au and click on 
‘Forms’. Inspectors also record their operational activities using 
the appropriate WorkSafe record keeping tool(s). 

Responsive Inspectors provide appropriate advice and information to 
relevant parties and conduct operational work within a 
reasonable amount of time. 

Respect Inspectors recognize that all persons (including themselves) 
deserve to be treated in a courteous and respectful manner. 
They respect the rights of others to express their opinions, 
contributions and concerns. 

Table 1 Key principles for inspectors’ compliance and enforcement  

Activity 
2.4 WorkSafe’s collaborative approach with industry, employers and the 

workforce is focused on: 
• influencing the commercial environment in Western Australia to ensure 

the achievement of best safety and health outcomes in the workplace; 
• empowering business and community partners to lead in the reduction of 

workplace hazards and associated risks to health; 
• developing a modern, world class regulatory environment; 
• enforcing the law; and 
• strengthening organisational capacity to assist business operators and 

workers to manage OSH effectively. 

http://www.worksafe.wa.gov.au/
http://www.commerce.wa.gov.au/
http://www.worksafe.wa.gov.au/
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2.5 As mentioned above, this policy supports the Department of Commerce’s 
Compliance Strategy. The strategy recognises the different factors that 
influence compliance and the need for a range of approaches to ensure 
compliance occurs.  

2.6 WorkSafe recognises that it is not appropriate to respond to all compliance 
issues in the same way and consequently its approach is tailored depending 
on the circumstances that are encountered. 

2.7 A key platform for ensuring compliance with the law is to ensure that 
businesses, employers and organisations are fully aware of their OSH 
obligations and how they can meet them. 

2.8 WorkSafe’s strategy is to provide information to industry and workers in a 
variety of formats to assist them to make their workplaces safe and healthy. 
This is reinforced through a range of compliance activities designed to assist 
in the delivery of workplace safety and health. 

2.9 WorkSafe works from the assumption that the majority of people want to get 
things right and have a safe and healthy workplace – this is the foundation of 
the strategy.  

2.10 The starting point is educational and it is through this approach that we aim to 
influence the behaviour of industry and workers toward the delivery of safer 
workplaces.  

2.11 When inspectors visit a workplace they have a number of enforcement 
approaches they can choose to use, which are outlined in Table 2. These are 
dependent on the particular circumstances of the workplace and the OSH issue. 

WorkSafe inspectors 
2.12 WorkSafe inspectors are OSH professionals appointed under the OSH Act to 

enforce that Act, assist in resolving issues at workplaces and provide advice to 
employers, persons who control businesses or undertakings and workers on how 
best to improve OSH performance and achieve compliance with OSH legislation. 

2.13 Inspectors are organised into industry based teams and a hazard team and 
plant team. 

2.14 Inspectors conduct compliance campaigns in industries or in relation to 
specific hazards to raise awareness of risks. They also carry out reactive 
activity including investigations of work-related injuries and disease and high 
risk situations brought to WorkSafe’s attention, requests to attend and 
resolution of issues. 

2.15 Inspectors respond, as soon as possible, to investigate workplace fatalities 
and serious injuries or incidents. The response times are prioritised according 
to the risk to the safety and health of people at the workplace. For more 
details, see the document, Criteria for investigation, outlined in part in 
Sections 2.25-2.27. 
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Enforcement policy  
2.16 This section should be read in conjunction with WorkSafe’s Prosecution 

Policy, available at www.worksafe.wa.gov.au 

2.17 All provisions of the OSH Act and Occupational Safety and Health 
Regulations 1996 (the OSH regulations) are important in regard to 
requirements for compliance, and will be appropriately enforced by the 
inspectorate.  

2.18 The enforcement action that is warranted will depend on the circumstances of 
the case and the seriousness of the breach.  

2.19 Non-compliance will be addressed by improvement notice, prohibition notice, 
prosecution action, or verbal direction or any combination thereof.  

Enforcement approach 

Verbal 
direction  

This is an instruction given to a duty holder about the need to correct 
a safety and health issue. The required changes must be made while 
the inspector is at the workplace and will be inspected prior to the 
inspector leaving the workplace.  

Improvement 
notice  

This notice is a written direction issued by a WorkSafe inspector 
requiring a person to fix something which is believed to not be in 
compliance with the OSH legislative requirements. An improvement 
notice states the reasons for the inspector issuing the notice and will 
include a reference to a specific regulation or provision of the Act that 
applies.  

Prohibition 
notice  

A prohibition notice will be issued where the inspector is of the 
opinion that there is a risk of imminent and serious injury or harm to 
the health of a person. This is a written direction that prohibits the 
relevant activity from continuing. When a prohibition notice is issued, 
the inspector remains at the workplace until the employer is advised 
of the notice and the prohibited activity has ceased.  

Prosecution  Prosecutions are only commenced, instead of or in addition to the 
above enforcement actions, where an inspector obtains sufficient 
evidence to establish a prima facie case, there is a reasonable 
prospect of a conviction and it is in the public interest. For further 
details see below and refer also to the Prosecution policy.  

Table 2 WorkSafe inspectorate enforcement approach 

2.20 Verbal directions only relate to situations where a minor breach can be 
immediately rectified and inspected prior to the inspector leaving the site.  

2.21 Action taken by the inspector, including verbal directions, will be conveyed to 
the person in control of the business or undertaking, safety and health 
representatives or any other relevant party while the inspector is at the 
workplace.  
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2.22 WorkSafe's Prosecution Policy details the relevant considerations associated 
with decisions relating to instituting and continuing a prosecution, and also 
covers considerations relating to appeals. Prosecutions are commenced in 
circumstances including:  

• where the issue of notices is not considered sufficient for ensuring 
compliance with the OSH Act or OSH regulations;  

• where an alleged breach of the OSH Act or OSH regulations either has 
resulted, or could have resulted, in a fatality or serious injury;  

• alleged failure to comply with an improvement or a prohibition notice; 

• where an inspector alleges a person has repeated the same offence; 

• in cases of discrimination against an employee for any action in relation to 
OSH;  

• breaches of the consultative provisions of the OSH Act; and  

• obstruction of an inspector.  

2.23 Circumstances may arise in the process of investigating a serious injury or 
fatality where WorkSafe and the Western Australia Police both have an 
interest in investigating a fatal or serious incident. In these circumstances, 
WorkSafe and the Western Australia Police will both investigate and not 
interfere with each other’s investigation.  

Criteria for investigation 
2.24 As mentioned above, investigations are undertaken for a range of reasons, 

such as to determine the causes of an incident, assess compliance with OSH 
laws and/or determine what action may be needed to prevent a further 
occurrence and enforce OSH laws. Lessons learnt from investigations inform 
development of inspectorate policy and campaigns.  

2.25 WorkSafe must make appropriate choices on how it can best apply its 
resources to improve safety and health at workplaces and therefore a risk 
management approach is applied to the inspectors’ activities. 

2.26 WorkSafe exercises discretion in deciding whether incidents, cases of ill 
health, or complaints should be investigated.  

2.27  Refer to the WorkSafe document, Criteria for investigation, for further 
explanation on the criteria used to determine when an investigation will take 
place. This is available at www.worksafe.wa.gov.au 

When an inspector visits a workplace 
2.28 Inspectors have the legal right to enter, at any time, any workplace including 

aircraft, ships and vehicles where employees work or are likely to be in the course 
of their work. This right to enter a workplace means that inspectors have 
unrestricted access to workplaces, excepting where there is a statutory restriction. 

http://www.worksafe.wa.gov.au/
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2.29 Inspectors generally do not advise beforehand when they are to inspect a 
workplace. When an inspector is planning to visit a regional workplace, it may 
be necessary to confirm with the workplace that the visit is to take place.  

2.30 For investigations of bullying complaints, an inspector will make contact with the 
enquirer to gain agreement to contact the employer before visiting a workplace. 

2.31 When an inspector visits a workplace, they carry out an inspection for 
WorkSafe’s seven ‘priority areas’ in most instances and where they are 
relevant. They will also consider other hazards observed during an inspection.  

2.32 With reactive activity, there are set circumstances where an inspector uses their 
discretion not to inspect for priority areas. These are where an investigation 
involves multiple visits to workplace, a fatality or serious injury or disease, a high 
level of tension associated with a situation or all the priority areas were covered 
by an inspection in the preceding twelve months or there is limited time. 

2.33 For injury and disease investigations, inspectors are likely to focus on 
hazards relating to the injury or harm, as well as other hazards. 

2.34  For investigations as part of a specific campaign focused on a specific priority 
area, investigations will look at all priority areas and may look at other 
industry-specific hazards.  

2.35 For investigations as part of a specific campaign not focused on a specific 
priority area, investigations will look at the priority areas where they are 
relevant as well as industry specific hazards. 

2.36 For most campaigns, specific industry checklists will be developed to ensure 
all relevant areas are covered. 

2.37 Inspections following a fatal incident at a workplace will involve a detailed 
investigation, including an inspection of the incident site and an investigation 
into the circumstances leading to the fatality. Inspectors may take evidence 
from the incident site and photographs, recordings and measurements, 
inspect documents and interview relevant people. For more information on 
what happens following a workplace death, see the WorkSafe document, 
When Your Partner or Relative Dies in a Workplace Accident, available at 
www.worksafe.wa.gov.au 

2.38 WorkSafe’s ‘priority areas’ are: 
• electricity; 
• working at heights; 
• hazardous substances; 
• manual tasks (particularly lifting); 
• machine guarding; 
• mobile plant; and 
• slips, trips and falls. 
Refer to www.worksafe.wa.gov.au for more information on the ‘priority areas’ 
– look under ‘About WorkSafe’. 

http://www.worksafe.wa.gov.au/
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2.39 On entering a workplace, an inspector will take all reasonable steps to notify the 
employer or person in control of the business or undertaking of his or her 
presence. The employer or person in control of the business or undertaking must 
then notify safety and health representatives (if there are any) at the workplace. 

2.40 An inspector may take into the workplace any equipment, materials or 
persons to assist in the inspection, and may also require from the employer or 
person in control of the business or undertaking any assistance considered 
necessary by the inspector. 

2.41 The assistance that an inspector may request at the workplace includes being 
accompanied by the employer or person in control of the business or 
undertaking, safety and health representatives or an employee (where there 
is no safety and health representative) during the inspection. 

2.42 The inspector conducts examinations and inquiries as are necessary for the 
purpose of the OSH Act. This may include examining or taking possession of 
any plant, substance or thing and taking photos, measurements, sketches or 
recordings.  

2.43 Under the OSH Act, the inspector has the power to require that the 
workplace, or any part of it, be left undisturbed for as long as specified by the 
inspector. 

2.44 When leaving a workplace, the inspector will inform the employer, person in 
control of the business or undertaking and safety and health representative (if 
there are any) of any action the inspector has taken or will be taking. 

2.45 The fact that an inspector has inspected a particular workplace is not a 
representation by WorkSafe that the particular workplace is in any way 
approved or free of hazards. 

2.46 WorkSafe inspectors visit some workplaces previously issued with a notice to 
confirm that compliance with the notice directions has occurred. 

After an inspector visits a workplace 
2.47 Inspectors provide feedback to people who have raised a work-related fatality 

with WorkSafe. In addition, inspectors provide feedback to the person who 
raised a matter where the investigation involved regular contact with them or 
the matter was complex.  

2.48 People raising issues with WorkSafe are provided with a reference number 
and they are welcome to call WorkSafe and cite the number to receive verbal 
feedback on their enquiry. 

2.49 A person wishing to receive documents relating to an investigation will 
generally need to follow the Department of Commerce’s Freedom of 
Information processes. For more information, go to 
http://www.commerce.wa.gov.au/Corporate/Services 

http://www.commerce.wa.gov.au/Corporate/Services


 

 

National Relay Service: 13 36 77 
Quality of service feedback line: 1800 30 40 59 
 
This publication is available in other formats on 
request to assist people with special needs. 
 

Regional Offices 
Great Southern  (08) 9842 8366 
Mid-West  (08) 9964 5644 
North-West  (08) 9185 0900 
South-West  (08) 9722 2888 
 

 

Obstruction 
2.50 It is an offence to obstruct, threaten or interfere with an inspector who is 

undertaking duties in accordance with the OSH Act. 

National Compliance and Enforcement Policy 
2.51 All Australian OSH regulators are signatories to the National Compliance and 

Enforcement Policy (NCEP). 

2.52 The NCEP is intended to support consistency in approaches and outcomes 
by OSH authorities in all Australian jurisdictions. It promotes a mix of positive 
motivators and strong deterrents to achieve compliance with the law and 
improve OSH. The NCEP specifies nationally agreed: 

• aims of compliance and enforcement; 

• key principles underpinning compliance and enforcement activities; 

• strategic enforcement priorities; 

• monitoring and compliance; 

• compliance and enforcement tools; and 

• information about guidance, enforcement, investigation and prosecution 
criteria. 

 

 

Date of issue: 30 August 2013 

A6520502 



1 

 

 

 

 

  



2 

 

 

 
 
CONTENTS 
       
PART 1    PURPOSE         3 
 
PART 2    SCOPE         3 
 
PART 3    WHEN TO USE THE SYSTEM      4 
 
PART 4    INVESTIGATION TEAM       4 

i. Team members       4 

ii. The team’s collective responsibilities     4 

iii. Accountability for the content of the Brief    5 

iv. Investigating Inspector’s responsibilities    5 

v. Case Manager’s responsibilities     6 

vi. Team Manager’s responsibilities     6 

vii. Director’s responsibilities       6 

 
PART 5    WORKSAFE LEGAL SERVICES      7 
 
PART 6    TIME         8 

i. First case management meeting     8 

ii. Subsequent case management meetings    8 

iii. Time within which an investigation is to be completed   8 
 

PART 7    CASE MANAGEMENT MEETINGS     9     

i. Objectives        9 

ii. Attendance         9 

iii. Compulsory agenda items      9 

iv. Scheduling, chairing and recording    10 
 

PART 8    COMPLETING AN INVESTIGATION                                        10 
 
ANNEXURE 1    CASE MANAGEMENT PROCESS     11 
 
 



3 

 

PART 1   PURPOSE  

The WorkSafe Case Management System (“the System”) governs the investigation of 
workplace accidents to detect breaches of the Occupational Safety and Health Act 1984 
(“the OSH Act”) and the Occupational Safety and Health Regulations 1996.  

The purpose of the System is to ensure investigations are innovative, meticulous, 
exhaustive and efficient.  

The System has three components: 

1. This instruction manual. 

2. The compulsory task progress tracker. 

3. The monthly case management meeting tracker. 

This instruction manual prescribes when and how to use the System.   

When the System is used all of these instructions must be followed.   

The responsibilities assigned in this instruction manual to each team member cannot be 
delegated to another person. 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 

PART 2   SCOPE  

WorkSafe does not investigate every work-related accident.   

The decision to investigate an accident and the extent of the investigation is governed by 
the WorkSafe Criteria for Investigation and the WorkSafe Compliance Policy.     

The scope of the System is limited to managing the quality and timeliness of 
investigations.  It does not tell the Investigating Inspector how to carry out his or her job. 

 

TERMINOLOGY USED IN THIS INSTRUCTION MANUAL 
 
Investigating Inspector:    the inspector who has responsibility for investigating the 
      workplace accident  

Case Manager:    principal inspector, principal scientific officer, or plant team manager 

Team Manager:  a team manager who reports to an operational director 

Director:    one of the operational directors, namely,  the Director Construction & 
       Primary Industries; Director Health Hazards & Plant; Director     
     Manufacturing, Service Industries & Transport 

WSLS:     WorkSafe Legal Services 

The Brief:      The investigation files compiled by the investigation team which 
  contain all of the evidence relating to the investigation plus the  
               investigation report to the Director WSLS requesting legal advice. 
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PART 3   WHEN TO USE THE SYSTEM 

The System must be used when investigating workplace accidents which involve either 
a fatality or permanent injury or harm to the health of a person. 

In relation to the investigation of other types of incidents, it will not always be appropriate 
to follow the System.  In those instances, the Case Manager will decide whether to use 
the System. 

 

PART 4   INVESTIGATION TEAM 

i. Team Members 

Every investigation team must be made up of the following WorkSafe officers:  

• Investigating Inspector;  

• Case Manager;  

• Team Manager;  

• Director; and 

• if required, a technical expert to provide evidence of practicable measures 
(eg. an employer in the same industry as the person under investigation). 

WorkSafe encourages teamwork across its directorates. When assembling an 
investigation team, Case Managers are to consider whether a person outside their 
operational team is needed to contribute additional expertise to the investigation team.  
In these circumstances the Case Manager liaises with the relevant Director and Team 
Manager to ensure they both agree to provide the person to the investigation team.  
When the person is working on the investigation, they report to the Case Manager. 

 

ii. The team’s collective responsibilities 

The team shares the following collective responsibilities: 

1. Treat the investigation with the highest possible priority. 

2. Attend all case management meetings. 
3. Ensure the investigation is innovative, meticulous, exhaustive and efficient. 
4. Provide any assistance requested by WSLS. 
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iii. Accountability for the content of the Brief 

The Investigating Inspector, Case Manager and Director must all thoroughly review the 
content of the Brief.  Each of them is personally accountable for the quality of the 
investigation. 

This accountability is not affected by an inspector who began or completed an 
investigation ceasing to work on the investigation for any reason, including ceasing to be 
employed by WorkSafe. 

 

iv. Investigating Inspector’s responsibilities 

The Investigating Inspector is responsible for the following tasks: 

1. Carry out the investigation allocated by the Team Manager. 

2. Work under the management and supervision of the Case Manager. 

3. Compile the Brief. 

4. With the Case Manager, decide:  

(a) upon any charges recommended to WSLS; or 

(b) to close the investigation, without recommending any charges. 

5. If a charge is recommended, write the investigation report requesting legal advice 
and forward it to WSLS, via the Case Manager and Director. 

6. If a charge is not recommended, write the report seeking approval to close the 
investigation and forward it to the Director, via the Case Manager. 

 

v. Case Manager’s responsibilities 

The Case Manager is responsible for the following tasks: 

1. Arrange the case management meetings, chair the meetings and record the 
outcomes of the meeting on the tracker tools. 

2. Ensure – 

(a) correct investigative techniques are used; 

(b) inspector’s powers are properly exercised; 

(c) all evidence is obtained (ie, all possible sources of evidence are actively and 
conclusively exhausted); and 

(d) all records of interview are extensive and properly conducted.1 

 

 

                                           
1 In circumstances where the Case Manager is not present at the record of interview, the Case 
Manager will review the transcript. 



6 

 

3. Manage and supervise the Investigating Inspector, including –  

(a) ensure the Investigating Inspector understands the case management 
system; 

(b) ensure the investigation tasks are clear and achievable; and 

(c) provide the Investigating Inspector with the advice, mentoring and assistance 
needed to produce the highest possible quality of investigation. 

4. Request resources from the Team Manager and Director. 

5. Obtain any necessary legal advice or assistance from WSLS and share the legal 
advice at the case management meetings. 

6. Liaise with WSLS as to whether an expert needs to be part of the investigation 
team. 

7. Review the Brief. 

8. If a charge is recommended, review the investigation report to WSLS requesting 
legal advice and forward the Brief to the Director. 

9. If a charge is not recommended, review the report to the Director seeking 
approval to close the investigation and forward the Brief to the Director. 

10. Hand-deliver the Brief and the accompanying report to the Director. 

 

vi. Team  Manager’s responsibilities 

The Team Manager must ensure the Case Manager and Investigating Inspector are 
provided with the resources needed to carry out the investigation. 

 

vii. Director’s responsibilities 

The Director is responsible for the following tasks: 

1. Provide the Case Manager and the Investigating Inspector with the resources 
necessary to carry out the investigation. 

2. Provide progress reports on the investigation to:  

(a)  any next of kin; 

(b)  the WorkSafe WA Commissioner; and  

(c)  the WorkSafe media officer.  

3. Approve the Brief after fully reviewing all of the evidence and the accompanying 
report. 

4. If a charge is recommended, hand-deliver the Brief to the WSLS prosecution 
officer, for the purpose of obtaining advice from a WSLS lawyer. 

5. If a charge is not recommended and the accident involved a fatality, hand-deliver 
the Brief to the WSLS prosecution officer, so the Director of WSLS can liaise with 
the Office of the State Coroner. 
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6. Approve the reopening of the investigation, in circumstances where WSLS has 
assessed the Brief and provided legal advice to the effect that further 
investigation work is necessary in order to prove the recommended charges. 

The Director holds ultimate responsibility for the quality and timeliness of the completed 
investigation. 

 

PART 5 WORKSAFE LEGAL SERVICES 

During an investigation, WSLS lawyers provide legal advice and, in some instances, 
legal representation to the investigation team.   

An overview of the role and responsibilities of WSLS is set out below: 

1. WSLS do not investigate accidents.  This means they do not:  
(a) tell investigators when or how to investigate; 
(b) manage investigations; or 
(c) supervise investigations, 

including investigations which have been reopened as a result of legal advice. 

2. Legal advice may be provided in person, by telephone, by video-link or by email.  
The Director WSLS is available for urgent after hours legal advice. 

3. Legal advice or other forms of legal assistance may be provided in relation to a 
specific legal issue that arises in the course of an investigation, if the 
investigation team has clearly identified the issue in a case management 
meeting. 

4. The Case Manager is the point of contact between the investigation team and 
WSLS and will advise the investigation team of the legal advice.   

5. A WSLS lawyer may attend a case management meeting to explain the legal 
advice provided to the Case Manager. 

6. WSLS tracks and stores physical evidence, documentary evidence and samples. 

7. WSLS exclusively controls the release of evidence to third parties including the 
Office of the State Coroner. 

8. After the Brief and investigation report are received by WSLS, a lawyer will 
provide legal advice as to whether the evidence is capable of proving a prima 
facie case with a reasonable prospect of success.  The legal advice is provided 
to the Director. 

9. When the legal advice identifies the need for further investigation, the 
investigation team meet to decide whether to reopen the investigation.  If the 
investigation is reopened –  

(a) the investigation team recommences the System; and 

(b) a lawyer may attend the initial case management meeting to clarify the legal 
advice; but 

(c) WSLS lawyers do not carry out, manager or supervise reopened 
investigations. 
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PART 6 TIME  

Following an accident, the quality of evidence quickly depletes. Therefore, the 
investigation team must give the investigation the highest level of priority from the outset. 

 

i. First case management meeting 

An inspector must attend the scene of a workplace accident within the response 
times set out in WorkSafe’s Response Policy. 

During the initial attendance at the accident scene, the Investigating Inspector 
gathers all available evidence, secures the scene and takes any appropriate 
immediate enforcement action.  The first case management meeting will then be 
held. 

The first case management meeting is to be held within 24 hours of a fatal accident 
and within 48 hours of any other accident, unless it is impracticable to do so due to 
the accident occurring in a remote location. 

At the meeting, the evidence gathered thus far will be considered.  The Case 
Manager, in together with the Team Manager and Director, will then decide whether 
to continue to investigate the accident and activate this System. 

 
ii. Subsequent case management meetings 

Following the initial case management meeting, thereafter a case management 
meeting must be held at least once a month.   

It may be that in the early stages of the investigation, case management meetings 
take place more frequently due to the fact that the bulk of the evidence-gathering will 
occur during that time. 

 

iii. Time within which an investigation is to be completed 

All investigations are to be completed within 12 months of the first case 
management meeting. 

If an investigation cannot be completed within 12 months without compromising the 
quality of the investigation, the Director may agree to an extension of time. 

The Director will inform the WorkSafe WA Commissioner of the extension of time.  
In turn, the Commissioner may seek legal advice from the Director WSLS as to the 
likely impact of the extension of time. 
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PART 7  CASE  MANAGEMENT  MEETINGS 

i. Objectives 

The objectives of each case management meeting are as follows: 

1. The investigation is conducted as quickly as possible. 

2. Evidence is gathered as soon as possible after the accident. 

3. Every line of inquiry is innovatively and aggressively exhausted. 

4. Every piece of available evidence is obtained.  

5. Every piece of evidence is of the highest possible standard. 

6. Resources are used efficiently. 

7. Legal advice is shared. 

8. Every team member is held accountable. 

9. The decision to continue to investigate is regularly reviewed.  

 

ii. Attendance 

Each member of the investigation team is required to attend every case 
management meeting.  

Where appropriate, a lawyer may also attend to explain legal advice previously 
provided to the Case Manager. 

 

iii. Compulsory agenda items 

The following items must be considered at each case management meeting: 

1. The investigation strategy. 

2. The progress of the investigation. 

3. The evidence gathered to date.2 

4. Whether each team member is fulfilling their responsibilities. 

5. The assignment of any new tasks to team members, to be completed by an 
agreed time. 

6. Whether legal advice is needed – and, if so, clearly identify the specific issue. 

7. Any legal advice previously provided. 

8. Whether to continue or close the investigation. 

9. Whether the Director needs to update the next of kin or the WorkSafe WA 
Commissioner and respond to any other external stakeholders. 

                                           
2 In particular, witness statements and records of interview should be reviewed to identify areas 
requiring further clarification as a result of any new evidence obtained from other sources. 
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iv. Scheduling, chairing and recording 

The Case Manager is responsible for scheduling and chairing each case 
management meeting. 

At the conclusion of each meeting, the Case Manager must record the outcomes in 
the compulsory task progress tracker and the monthly case management meeting 
tracker. 

If necessary, the Case Manager may write a memorandum to supplement the details 
recorded in a tracker document. 

 

PART 8     COMPLETING AN INVESTIGATION 

An investigation is considered complete either by reason of: 

1. the provision of a Brief to WSLS, recommending charges under the OSH Act; or 

2. the approval by the Director to close the investigation due to a lack of evidence in 
support of any breach of the OSH Act. 3  

Both outcomes require a written report reviewed by the Case Manager and Director. 

When an investigation is closed, the Director should action any enforcement or 
educational responses. 

 

  

                                           
3 If the investigation concerned a fatal accident the Director forwards the brief to WSLS for liaison 
with the State Coroner 
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CASE MANAGEMENT PROCESS 

Incident 

Decision to Investigate 

Investigation Team Assembled:  
First Case Management Meeting 

 

Decision to close investigation 

Report addressing decision to close 

Monthly Case Management Meetings 

Final Brief and investigation report prepared, recommending prosecution 

Case Manager approves final Brief and investigation report 

Director approves final Brief and investigation report 

Decision to continue investigation 

Director approves report 

Brief provided to WSLS for legal advice 

Annexure 1 

Non-Fatal – File 
closed 

Fatality – Brief 
forwarded to 

WSLS 
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From:

Sent: Wednesday, 18 December 2013 8:40 AM

To: All WorkSafe

Cc:

Subject: Cannington

Hello Everyone,I would like to invite members of staff to nominate to join a WorkSafe working group including 

myself and the directors in preparation for our move to Cannington in the middle of next year.Planning is just 

getting underway for the move and I would like to start our meetings early in the new year. 

 

You will recall at my feedback on the culture survey I indicated that I was keen to have staff involved in working 

groups within WorkSafe. 

 

Could I please have nominations by cob Tuesday 31 December,selections will be made on the 2 January and 

everyone advised. 

 

Regards 
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From:

Sent: Tuesday, 10 September 2013 8:09 AM

To: All WorkSafe

Subject: FW: Drivers Responsibility - Current valid driving licence 

 

 

 

 

Hi Everyone 

 

The Integrity Committee has noticed that it has been four years since Commerce employees were reminded to 

check the validity of their driver’s licence - please read the below July 2009 email. 

 

Given many of you spend significant time on the road, this email serves as a friendly reminder for you to ensure your 

driver’s licence is valid.   The below link (see screenshot):   http://www.transport.wa.gov.au/dotdirect/dotdirect.asp 

will enable you to quickly check your demerit points, should any exist.   

 

If you find that your driver’s licence is no longer valid, please raise the matter with your Director, immediately. 

 

 

 

 

Executive Director 

WorkSafe 
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_____________________________________________ 
From:   
Sent: Tuesday, 7 July 2009 3:03 PM 
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To: All Consumer Protection; All Corporate Services; All Energy Safety; All Labour Relations; All Office 
Director General; Regional CP Staff; All WorkSafe 
Cc:  
Subject: Drivers Responsibility - Current valid driving licence. 
 

 

 
 
Good Afternoon,  
 
The recent legislative changes (Road Traffic Amendment (Hoons) Bill 2009) are a timely reminder to all 
Drivers and Managers that only authorised personnel holding an appropriate current drivers licence are 
permitted to drive Government Vehicles.   
 
In addition, an application for authorised driver status must be completed before driving a Commerce 
Vehicle, and if the licence is subsequently suspended your manager and Divisional Finance and 
Administration officer must be informed. 
 
You are reminded that if you drive a Departmental Vehicle without a current valid drivers licence and are 
involved in an accident you may be responsible for all costs incurred as a result.  Employees may also be 
held responsible for the costs associated with a vehicle being impounded. 
 
It is possible some drivers may not be aware their drivers licence has been suspended due to an  
infringement notice not being received.  You are able to check the validity of your  licence at the following 
websites:- 

 

http://www.courts.dotag.wa.gov.au/_apps/fines/search.aspx?uid=1895-3051-4667-5517 
 

http://www.dpi.wa.gov.au/licensing/yourlicence/19984.asp 

 
Remember as a Driver of a Government Vehicle you have the responsibility of ensuring your 
licence is current. 
 
If you need further information on either the WA Government Fleet Policy/Guidelines or  our Motor Vehicle 
Fleet Management Policy, please see your Divisional Finance and Admin officer. 
 
Thank you for your cooperation. 
 

 

 
A/Manager Admin Services    

Corporate Services  

Department of Commerce 
L6/221 St George’s Terrace, Perth WA 6000 

Direct Line(08)   Mobile  

 
� Please consider the environment before printing this e-mail 
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From:

Sent: Tuesday, 27 August 2013 8:38 AM

To: All WorkSafe

Cc: IT Service Desk; 

Subject: Technology to Transform project update

Good morning WorkSafe 
 
Over the past two years, the WorkSafe Executive Management Committee dedicated resources to 
projects aimed at improving the use of technology at WorkSafe.  The Twitter Project and the 
Technology to Transform Project were rolled out in a number of phases.  
 

- Twitter – is now used by Media Liaison Officer  to “TWEET” out 
WorkSafe media statements. 

 
- BitLocker Drive Encryption has been installed on all WorkSafe Toughbook Laptops to 

secure the laptop data (should the laptop fall into the wrong hands). 
 

- WISE RMO Hub 1.0 Prod has been installed on WorkSafe Toughbook Laptops using WISE 
that auto synchronises WISE REPL with WISE PROD three times per day when connected 
to the Commerce network.  This ensures the otherwise at risk WISE REPL data on Laptops 
is synchronised to WISE PROD. 
 

- WiFi on departmental Toughbooks.  I am informed WiFi is operational on all WorkSafe 
Toughbook Laptops.   
(If you would like a quick lesson in how to connect your WorkSafe Toughbook Laptop to 

WiFi please ask). 
 

- Roxio software licenses have been purchased and are being progressively installed on 
WorkSafe Toughbook Laptops.  
I understand 15 WorkSafe Toughbook Laptops have been installed with Roxio by 
Commerce IT so far to-date. 
 

- A trial of smartphones “HTC X one” is currently underway and also a trial of Telstra turbo 
cards these usage and data trials are to “measure” the likely data usage of WorkSafe 
Inspectors.   The trial will conclude when 3 months of usage data information is available 
from the trial participants. 
 

- An upgrade to WISE due out on Wednesday this week will bring “Expand Email details for 
investigation” Notification emails will now be received with attachments (PDFs) of screen 
shots of the OSH Enquiry or Injury Disease referenced in the email to provide further 
details to the WorkSafe Inspector receiving the RTA or Injury.  The automatic WISE emails 
will contain full details about the Request To Attend or Injury Notification.  Smartphone 
users will be able to read the details of RTAs and Injury Notifications on a smartphone. 
 

- WISE Verification Investigations - When an inspector attempts to save a verification 
investigation with a 'completed' status, WISE will now check that all the complete (not 
partial) improvement notices belonging to the verification investigation have a populated 
compliance/confirmed date. 
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- Outstanding Notice Letter Enhancement - Outstanding notice letters (all 3 types) will now 
contain an electronic signature, name and title in the signature block.  The Operations 
admin support associated with outstanding notices letters have moved to WorkSafe 
Business Services. 
 

 
I take this opportunity to thank our dedicated Commerce IT staff, the WorkSafe LabRats who have 
been testing data usage, Roxio software, Express scribe software on the Windows 7 Operating 
System and the WorkSafe WISE LabRats who have been testing WISE, Plant and other WISE 
satellite application enhancements. 
 
For more information about the WorkSafe Smartphone trail progress talk to , 

 
 
For more information about the WorkSafe Turbo card trial progress talk to  

 
 
Cheers 

 
  
 

 

Director - Construction, Regional & Primary Industries 
WorkSafe Division | Department of Commerce 
Westcentre 5th Floor 1260 Hay St West Perth  
PO Box 294 West Perth WA 6872 

  
 
WorkSafe 
 
Want to keep up to date? Click “OSH Updates” on this link and Subscribe to our email service.  
 
Click this link for practical OSH Assistance in the workplace via the ThinkSafe Small Business Assistance Scheme ThinkSafe Small Business 
application form 
 
Do you have a High Risk Work License? If so, check the expiry date. 
If you have moved since your HRWL license was issued, contact WorkSafe to change your address so a renewal pack can be sent to you when it's 
your turn to renew.  
 
Do you need information about your High Risk Work Licence? 
http://www.commerce.wa.gov.au/worksafe/Content/Services/Certification_registration_and/licence_search.html 
 

 



1

From:

Sent: Friday, 24 May 2013 12:16 PM

To: All WorkSafe

Subject: FW: All staff - Inspector Attraction project completed

 

 

 

Hi Everyone 
 
Last year, the Executive Management Committee dedicated resources to a project aimed at improving the 
attraction and recruitment of applicants to vacant WorkSafe inspector positions.  The project was split into 
two phases.  The development phase was led by  and the implementation phase was led by 

.  The development phase involved creating a reference group of WorkSafe inspectors who 
worked with a consultant, .  The group produced eight recommendations and these 
recommendations were actioned during the implementation phase of the project. 
 
This project is now complete and has resulted in: 
 

• the revision of job description forms for all inspector positions 

• the revised appearance and wording of job advertisements for inspector positions 

• a video titled Are you our next WorkSafe Inspector?  

• a brochure titled What it takes to be a WorkSafe inspector 

• a selection panel toolkit which includes the following WorkSafe resources: 

- a recruitment and selection ready reckoner 

- a guide for selection panels on the variety of assessment methods 

- a guide to the composition and accountabilities of selection panels 

- a checklist and timetable for selection panels 

- a list of alternative locations for advertisements 

-  toolkit 

• the development and delivery of a one-hour information session for those with recruitment and 
selection accountabilities 

 
 
 

We are already using some of these improvements and all will be applied in the next recruitment round.  If 
you have any comments or questions, please see  or me. 
 
On behalf of the project managers, I’d like to thank everyone who contributed, especially those inspectors 
who starred in the Are you our next WorkSafe inspector video.  I encourage you to view the video and read 
the brochure both of which are located on the Commerce website.   
 
 
 
Regards 

 
Executive Director 
WorkSafe 
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From:

Sent: Monday, 24 June 2013 8:30 AM

To: All WorkSafe

Subject: WorkSafe presentation-5 July

Hello Everyone,on Friday 5 July I would like to again do one of my regular briefings to staff,this one is a bit special as 

our new vision,mission and 2013/2014 business plan will be revealed. 

 

 I will do a teleconference with the country staff at 1pm and briefing to the staff at WorkSafe at 2pm in the level 5 

training room followed by afternoon tea to welcome the new inspectors who will be joining us at the beginning of 

next week and to celebrate the launch of our vision and mission. 

 

Obviously we need to keep reception and the call centre staffed however I will expect all other staff to be at the 

briefing as it is important that you are all kept up to date with our directions and what we are working on to take 

WorkSafe forward. 

 

I look forward to seeing and talking to you all at this briefing. 

 

Regards 
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From:

Sent: Friday, 21 December 2012 12:25 PM

To: All WorkSafe

Subject: FW: Name change - the Misconduct Prevention Committee is now named the 

Integrity Committee

 

 

Hi Everyone 
 
In accordance with the WorkSafe Misconduct Prevention Strategy (July 2012), the WorkSafe Executive Management 
Committee has established a WorkSafe Misconduct Prevention Committee.  
 
Since its inception, that Committee has worked its way through the WorkSafe Misconduct Prevention Strategy 
recommendations and has: 
 

• Created and communicated a Code of Behaviour for all WorkSafe staff.  

• Sought feedback from staff via the Misconduct Prevention survey. 

• Created and implemented a transparent appointment process which provides for higher duties opportunities 
between one and six months to be open to all WorkSafe staff 

• Created and distributed a Customer and Contractor Education Brochure which alerts High Risk Work Licence 
Assessors to their accountabilities as a ‘public officer’. 

• Created and implemented an internal misconduct reporting process which formalises a confidential and direct 
avenue to myself, should a suspicion of misconduct exist in the future. 

 
In regard to the survey, the Committee wishes to thank you all for your contributions on how to protect WorkSafe and 
its staff from misconduct.  The information and comments you provided has given the Committee lots of ideas to work 
with in 2013.  Work is continuing on many topics which are aimed at minimising the opportunity for risk, hence ways of 
keeping you and WorkSafe’s reputation safe from unfounded allegations. 
 
Given that Committee’s work is about minimising the opportunity of risk rather than tackling misconduct, the 
Committee has decided to change its name (to better reflect its activities) from the Misconduct Prevention Committee 
to the Integrity Committee.   
 
On behalf of the Integrity Committee, I wish you a happy and safe Christmas and New Year holiday. 
 
 
Regards 

 
Executive Director 
WorkSafe 
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From:

Sent: Friday, 26 October 2012 12:11 PM

To:

Subject: All Staff - Decision about managing short-term acting appointments within 

WorkSafe

Attachments: WorkSafe acting opportunity advertisement - less than 6 months.doc; WorkSafe 

acting opportunity selection report- less than 6 months.doc

Hello Everyone 

  

In response to WorkSafe's Misconduct Prevention Strategy 2012, the Misconduct Prevention Committee has 
produced a transparent appointment process for short-term acting opportunities. 
 
From today onwards, acting opportunities with duration of between 1 and 6 months will be advertised across 
WorkSafe – unless an exemption has been obtained from me.  (Please note:  Opportunities with a known duration of 
more than 6 months will, in the first instance, continue to be managed in partnership the Commerce recruitment team, 
which includes redeployment clearance and advertisement across Commerce.)  
 
Please take a moment to read the attached forms to become familiar with them.  If you have any questions, don't hesitate 
to contact me or any of the committee members, being:   

.  The attached forms will (soon) be located on WorkSafe's intranet page, and an 

objective folder (WS1264/2012/01) has been created to store acting reports and their corresponding advertisements. 
 

  

Regards 
  

Executive Director 
WorkSafe  

  

  

 



  
 
 

WorkSafe EOI – less than six months            September 2012 

 
EXPRESSION OF INTEREST – WORKSAFE ONLY 

 
 

 

The purpose of the WorkSafe EOI process is to open up short term acting opportunities to all WorkSafe staff 
 

Instructions:    
- roles with duration of more than four weeks and less than six months must be advertised within WorkSafe – 
unless the Director has gained an exemption from the Executive Director.  Please note:  acting opportunities 
with an anticipated duration of six months or more must be published across Commerce via Human 
Resources recruitment. 

- extensions beyond the advertised period will not be possible, as it would breach the Employment Standard  
- the contact officer is responsible for attaching the approved JDF to this EOI 
- candidates are responsible for obtaining their supervisor’s support to be released to undertake this role 
 

This process can be quick and simple, however, it must also meet the Employment Standard. 
For clarification, please contact the HR Recruitment team or your Principal HR Consultant. 

 

 
Vacancy information 

Title:  

Number  Level  

Duration  Salary range   

Location  

Reason for 
vacancy 

 

 
The role and work-related requirements 

Describe the role   

List the work related requirements for the role 

Add heading • Add text 

• Add text 

Add heading • Add text 

•  

Add heading • Add text 
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•  

Add heading • Add text 

•  

Add heading • Add text 

•  

Add heading • Add text 

•  

 
Vacancy information 

Contact details  

Instructions on how 
to apply 

 

Closing date  
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EXPRESSION OF INTEREST – TEMPORARY DEPLOYMENT ACTING SELECTION REPORT 

 
 

The purpose of this report is to record short-term (temporary deployment) acting opportunity selection 
decisions which have a known duration of less than six months. 

 
Instructions: This reporting process can be quick and simple, however, it must enable the process and the 
decision to be reviewed. For clarification please contact the HR Recruitment team or your Principal HR 
Consultant. 
 
 

Vacancy information 

Title:  

Number  Duration  

Level  Location  

Reason for vacancy  

 

Panel’s declaration (a panel can consist of one or more people) 

In signing the below, each panel member is declaring they: 

 have met requirements of the Commissioner’s Instruction on the Employment Standard  

 have met the requirements of the Commissioner’s Instruction Filling a Public Sector Vacancy  

 have identified and addressed conflict of interest, should any exist 

 recognise their obligation to treat all information regarding this process confidential,  

 understand disciplinary action may be taken should the above be breached 

Name and Title Signature Date 

   

   

 

Identify and address conflict of Interest 

Applicant’s Name Nature of risk Agreed approach to mitigate interests 
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Assessment 

Number of applicants  

Explain how the 
candidates were 
assessed 

 

 

Recommendation 

Explain why these candidates were selected for the acting opportunity 

Name Reason for selection each person 

  

  

 

Explain why these candidates were not selected 

Name Reason for not selection each person 

  

  

  

 

Delegate’s declaration  

In signing the below, the delegate is declaring they: 

 have met requirements of the Commissioner’s Instruction on the Employment Standard  

 have met the requirements of the Commissioner’s Instruction Filling a Public Sector Vacancy  

 have considered actions taken regarding conflict of interest, should any exist 

 recognise their obligation to treat all information regarding this process confidential 

 understand disciplinary action may be taken should the above be breached 

Delegate’s approval  

Name and title Signature Date 

   

 
 

Once the decision is approved the manager must complete a higher duties form/workflow. 
The manager is responsible for filing this report and the EOI on Objective – WorkSafe acting 

opportunities. 



1

From:

Sent: Monday, 9 July 2012 1:46 PM

To: All WorkSafe

Cc:

Subject: WorkSafe Misconduct Prevention Strategy 2012

Attachments: WorkSafe Misconduct Prevention Strategy 2012.doc

Hello Everyone, 

  

As you are all aware we have been working on the Misconduct Prevention Strategy for WorkSafe for the last few 
months. I would like to thank the members of the working group who volunteered to be part of this process;  

 I would also like to 
acknowledge the work of  for pulling this together on our behalf. This group will now become the 
WorkSafe Misconduct Prevention Committee that will be chaired by myself. 

  

The terms of reference for the Misconduct Prevention Committee have been finalised, the WorkSafe Code of 
Behavior has also been finalised and I stress this code of behavior has been developed by the members of the 
working group, the WorkSafe specific misconduct survey has been developed and will be circulated to staff by the end 
of this week. The standards for management are laid out in the document. The final three strategies, transparent 
appointments, customer and contractor  education - brochure and the internal reporting process will be further 
considered by the Miscount Prevention Committee at our next meeting this Friday. I will be organising a meeting of 
Directors and Team Managers to discuss this strategy and their role in relation to ensuring the elements of the 
strategy are understood and implemented within WorkSafe.  

  

Regards 
 

 



  
 
 
 

 
 
 
 
 
 

Misconduct Prevention Strategy 
 
 

  
 
 
 

July 2012 
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Overview 
Western Australia’s public sector accountability framework extends across the public 
sector, ensuring integrity and accountability in the operation of government services. 
It protects and promotes public interest by using sector-wide standards and principles 
which are supported by relevant legislation and policy, and regulated through 
oversight and reporting arrangements. The accountability framework includes whole 
of public sector policies, guidelines and relevant legislation such as the: 
 Western Australian Public Sector Code of Ethics 
 Public Sector Standards in Human Resource Management 
 Public Sector Commissioner’s Circulars 
 Corruption and Crime Commission Act 2003, and the  
 Public Sector Management Act 1994. 

The Department of Commerce is encompassed within the whole of public sector 
policies / legislation and the Department also has its own policies / procedures for 
dealing with misconduct matters such as the Code of Conduct, the Commerce 
Purchasing Procedure Guidelines and policies such as the Grievance Resolution 
Policy (HR002) and Prevention of Bullying Amongst Commerce Staff (HR009).  
 
WorkSafe, as a Division of the Department of Commerce, is bound both by the whole 
of public sector accountability framework and the policies and procedures developed 
by the Department of Commerce. The development of this WorkSafe specific 
Misconduct Prevention Strategy has been considered beneficial in order to ensure 
localised risks are effectively managed. The strategy is intended to complement 
existing provisions covering the whole of the public sector and the Department of 
Commerce. 
 
What is Misconduct? 
Section 4 of the Corruption and Crime Commission Act 2003 describes misconduct in 
three ways. “Serious misconduct” occurs when a Public Officer: 
1. corruptly acts or corruptly fails to act in the performance of the functions of the 
public officer’s office or employment 
2. corruptly takes advantage to obtain a benefit or to cause detriment to another, 
i.e. a public officer corruptly takes advantage of their office or employment as a public 
officer to obtain a benefit for themselves or for another person or to cause detriment 
to any person, or 
3. commits an offence in an official capacity i.e. a public officer whilst acting or 
purporting to act in his or her official capacity, commits an offence punishable by two 
or more years’ imprisonment. 
 
“Simple misconduct” requires two things to occur. There must be improper conduct 
(the conduct test) resulting in adverse consequences for the public officer involved 
(the consequence test). The improper conduct associated with the conduct test 
occurs when a public officer engages in conduct that: 
 adversely affects, or could adversely affect, the honest or impartial 

performance of the functions of a public authority or public officer, whether 
acting in an official capacity at the time or not 

 is not honest or impartial 
 constitutes or involves a breach of the trust placed in the public officer by 

reason of his or her office or employment as a public officer, or 
 involves the misuse of information for personal benefit or the detriment of 

another person. 
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The adverse outcomes associated with the consequence test are that the improper 
conduct constitutes or could constitute: 
 an offence against the Statutory Corporations (Liability of Directors) Act 1996 
 an offence against any other written law 
 a disciplinary offence providing reasonable grounds for the termination of 

employment under the Public Sector Management Act 1994, whether or not 
that person is employed under that Act. 

It is not always clear where the cut-off lies between misconduct and minor 
disciplinary infraction. This question is best answered by observing that each case 
must be considered on its own merits. Importantly, the duty to notify occurs when you 
have reasonable grounds to suspect that the matter concerns or may concern 
misconduct. That is, the duty to notify arises on something less than a substantial 
suspicion of misconduct. If there is any doubt, the Executive Director, WorkSafe 
should be contacted, for onward notification to the Director General and the 
Corruption and Crime Commission (CCC). Staff may also contact the CCC directly. 
 
Misconduct Prevention Strategy Development 
In late 2011, development of a WorkSafe specific Misconduct Prevention Strategy 
commenced with the distribution of the Misconduct Resistance Questionnaire 
developed by the CCC throughout the WorkSafe Division of the Department of 
Commerce. The questionnaire consisted of 12 questions for staff to answer relating 
to 12 misconduct resistance key elements which fall into three broad categories: the 
right agency culture, the right agency operational strategies and the right agency 
management environment. The purpose of the questionnaire was to undertake a 
misconduct ‘health check’ of the Division, providing employees the opportunity to 
provide anonymous comment on integrity and misconduct issues.  
 
An invitation to nominate for a Misconduct Prevention Strategy Working Group was 
sent to all employees of WorkSafe in March 2012. Eight members were appointed 
with Lex McCulloch, Executive Director, WorkSafe as Chair. The results from the 
questionnaire (outlined below) were then used by the Working Group to develop this 
strategy and undertake related measures within WorkSafe to prevent misconduct 
and/or the perception of misconduct. 
 
Misconduct Resistance Questionnaire Results 
The misconduct resistance key element areas of best performance as indicated by 
the survey were in: 

• The right values, 
• The right work place behaviour, 
• The right understanding, 
• The right mindset. 

These areas have been identified by the responses returning approximately 90% or 
more agreeing or stronger with the applicable question.  
 
The misconduct resistance key element areas of poorest performance as indicated 
by the survey were in: 

• The right risks,  
• The right priority,  
• The right review,  
• The right communication, and 
• The right business practices.  

These areas have been identified by the responses returning approximately 20% or 
more disagreeing or stronger with the applicable question. 
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Of the 82 responses, 25 provided comments: 2 were positive, 3 related to the 
questionnaire and 20 fell under the following themes: approachability and style of 
management, performance management, career progression, transparency of 
appointments, the perceived treatment of misconduct, onerous mandatory ethical 
training / focus on misconduct and customers / contractors understanding of 
misconduct. 
 
Strategy to Address Misconduct Risk Areas 
The results were used by the Misconduct Prevention Strategy Working Group to 
guide the development of measures to be undertaken within WorkSafe to address 
the risk areas identified. The proposed localised strategy to prevent misconduct or 
the perception of misconduct within WorkSafe is demonstrated in the following 
diagram: 

 
 
Further information regarding the proposed strategy is as follows:  
 
1. Establishment of a WorkSafe Misconduct Prevention Committee 
The purpose of the Misconduct Prevention Committee is to continue to develop, 
guide, manage and review this WorkSafe Misconduct Prevention Strategy. The 
Terms of Reference for the Committee have been developed. The members of the 
committee will consist of those who successfully respond to a WorkSafe wide 
Expression of Interest to serve on the committee, and the membership will be revised 
on a bi-annual basis. The initial members of the Committee are those members who 
successfully applied for the Misconduct Prevention Working Group. All 
recommendations from the Committee are to be presented to and endorsed by the 
Executive Management Committee. 
 
2. WorkSafe Code of Behaviour 
A WorkSafe Code of Behaviour has been developed to ensure that all WorkSafe 
employees know the standard of behaviour that is expected of them within the 
context of WorkSafe. The Code of Behaviour is to complement the Department of 
Commerce Code of Conduct however it contains some WorkSafe specific content 
such as how to go about undertaking WorkSafe’s role in minimising the risks to the 
health and safety of employees in Western Australia.  

Executive 
Management 
Committee 

Misconduct 
Prevention 
Committee 

Misconduct 
Prevention 

Survey  
(annual review) 

Misconduct 
Prevention 
Strategy 

Anonymous 
Reporting 

Transparent 
Appointments 

WorkSafe 
Code of 

Behaviour 

Standards for 
Management 

Additional 
Measures as 

Required 

Public Officer 
Info (HRWL) 
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3. WorkSafe Specific Misconduct Survey 
The initial survey was the Misconduct Resistance Questionnaire developed by the 
Corruption and Crime Commission. The Questionnaire by necessity was generalised 
in nature. In order to allow for more WorkSafe specific matters to be considered, and 
to gain further insight into risk areas previously identified, a WorkSafe specific 
misconduct survey was developed for future use. It is expected that the WorkSafe 
Misconduct Prevention Committee will review the survey following feedback received 
following its use.  
 
4. Standards for Management 
There is a significant role for management to set the right culture and expectations 
within WorkSafe in relation to misconduct prevention. It is important that managers 
and directors both embody ethical conduct but also promote it within their teams. 
Managers/Directors must also be committed to addressing poor behaviour before it 
becomes systematic / entrenched. In order to promote these standards for 
management it is proposed that misconduct prevention be promoted for training, 
professional development opportunities, be discussed as part of team meetings and 
be considered as part of performance management for managers and directors.  
 
Managers and Directors will ensure that: 
 Each team member has a current Performance  Development Review  

and  professional development plan  
 Breaches of the Code of Conduct  are formally addressed in conjunction with 

Human Resources  
 Each team member has the opportunity to undertake at least one professional 

development opportunity per year  
 Instances of negative behaviour are addressed and managerial feedback 

is file noted/documented for future reference  
 Timely and relevant change management advice/training  is communicated to 

all staff – i.e. model regulations, roll out of new systems, procedures; and  
 Regular team meetings are held to ensure people feel connected to each 

other, WorkSafe and the big picture. 
 
5. Transparent Appointments 
Under 4.2 of Public Sector Commissioner Instruction (CI) – Filling a Public Sector 
Vacancy it is required that a decision not to advertise and conduct a competitive 
assessment of merit should be documented and endorsed by the CEO / Employing 
authority. Existing appointments that have not been advertised and a competitive 
assessment of merit has not been undertaken should meet the existing CI. In order to 
strengthen the existing measures, future appointments made within WorkSafe that 
fall into this category will require documenting and endorsement by the relevant 
Executive Management Committee member and/or the Executive Director.  
 
6. Customer and Contractor Education – Brochure 
A review was undertaken of misconduct risk areas in relation to customers and 
contractors and the interaction with WorkSafe. A risk area was identified in relation to 
the High Risk Work Licence (HRWL) Assessors who are registered by WorkSafe to 
perform a service on behalf of WorkSafe. In this capacity they become a “public 
officer” and therefore subject to the same standards expected from public service 
employees. In order to improve awareness within this risk group, a brochure has 
been developed to provide to HRWL Assessors advice that they are public officers 
and the ethical behaviour required of that position.  
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7. Internal Reporting Process 
In order to encourage employees to report misconduct an internal reporting system is 
proposed with an option for anonymity. It is noted that there are disadvantages to an 
anonymous method, such as inadequate information supplied and potential misuse 
of the reporting system. However there are several advantages, such as the possible 
reporting of misconduct that otherwise would have not been reported and promoting 
an ethical atmosphere that motivates employees to come forward if necessary. It is 
proposed a form be developed and submitted to a central, secure point, and 
collected by the Executive Director, WorkSafe for investigation. If a name has been 
provided the person would be contacted for further information if necessary and 
advised of the action to be undertaken in relation to their submission. 
 

 
8. Additional Measures 
Additional Measures to be developed through the WorkSafe Misconduct Prevention 
Committee has required and in order to respond to risk areas identified through 
future surveys.  



Quality investigation checklist Page 1 of 1 
Author:   Last Revised: 08/07/2015 
Investigations and Operational Procedures\Compliance Policy – Quality investigations Policy Internal Use Only  
 

QUALITY INVESTIGATION CHECKLIST 
 
QUALITY INVESTIGATION CHECKLIST YES NO NA 

Header 
• Legal entity correct  
• Consultative mechanisms have been entered in the name 
• Objective file number entered and linked 

 

 
 
 
 

 
 
 
 

 
 
 
 

Contact 
• Relevant contact details entered 

 

 
 

 
 

 
 

PIRs 
• All relevant PIRs entered and enforcement outcome recorded 

 

 
 

 
 

 
 

Activities 
• Relevant history checked 
• Workplace visit unannounced (unless regional) 
• Brief statement of number of workers and nature of work 
• Brief statement when labour hire workers are engaged 
• Brief statement regarding SHReps elected and how notified of outcomes 
• Reason visit recorded 
• No indication given to employer that complaint has been made 
• No specific reason provided why inspector is at workplace 
• All relevant interactions recorded 
• Enforcement action recorded 
• Information provided as part of visit recorded 
• All relevant documents linked to Objective 
• All issues in complaint covered in activities and if breaches were found 
• If no breaches were found or no further action required this is recorded 
• Surrounding circumstances injury investigated by inspector and recorded 
• Workplace / incident site visited 
• All industry specific hazards and PIRs covered 
• When inspector uncertain about hazard/response manager contacted 
• Enforcement action taken in accordance with Compliance Policy 
• Verbal directions entered in WISE and rectified while on site 
• INs issued on the day or if insufficient time issued next business day 
• PN issued while on site when risk of serious & imminent injury identified 
• Start and end times of relevant activities (ie Visit/inspection) recorded 
• Details of each activity/action recorded within 24hrs or next business day 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Notices 
• Improvement notices include all elements 
• Relevant provision in Act used 
• Relevant Regulation used 

 

 
 
 
 

 
 
 
 

 
 
 
 

Related investigations 
• Related investigation linked 
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WORKSAFE 

Internal Memorandum 
Westcentre 1260 Hay Street West Perth WA 6005  PO Box 294 West Perth WA 6872 

Telephone: Facsimile:  
E-mail: safety@docep.wa.gov.au   Internet: www.worksafe.wa.gov.au 

 
TO:  EXECUTIVE DIRECTOR 
 
VIA: DIRECTOR 
 
FROM: TEAM MANAGER  
 
DATE: 17th May 2012      
 
REF:  

 
SUBJECT: INTEGRATING THE SKILLS OF ERGONOMICS SCITIENTIC 
OFFICERS/INSPECTORS INTO INDUSTRY TEAM OPERATIONAL WORK 
 

 
 
It has been identified in the past that the integration of ergonomics scientific officer skills into 
industry team operational activities has not been optimised and that the outcome of this 
operational practice has been shown to be beneficial through a pilot project in 2011/12. For 
the pilot project a Scientific Officer (Ergonomics) was designated to mentor several Service 
Team Inspectors during a proactive project in the area of Manual Tasks in Textile 
Manufacturing.  The anecdotal feedback that was received from industry inspectors and 
team managers were positive and the number of enforcement activity in the area of manual 
tasks improved.  Unfortunately this project was interrupted 6 months into the year by staff 
losses in both teams. 
 
As a follow up to this pilot project, the following has been proposed for 2012/13, for the 
purpose of integrating and optimising the application of the skills of ergonomics scientific 
officers across industry teams (particularly high risk industries that are not in the same 
branch as the ergonomics team such as construction, manufacturing and transport ). 
 
It is proposed that: 

• Ergonomics scientific officers be designated to each operational team to improve 
integration, scientific officer’s industry familiarisation and sharing of knowledge. 

• Although the focus will be on manual task issues, other ergonomics issues (eg. 
bullying) may be raised and discussed with the team’s designated ergonomists. 

• Ergonomics scientific officers will be notified of the industry team meeting times and 
be present at most (target 80%) of the meetings in the year. 

• Designated team ergonomists will be emailed or contacted by the industry team 
manager or inspectors from that team to discuss issues or for ergonomics related 
advice. 

• This strategy will align with the proposal for a mentoring programme for industry 
team inspectors in the area of manual tasks and the designated team ergonomist will 
be the first to be contacted by inspectors who are conducting manual task proactive 
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or reactive inspections.  Some of these inspections may become mentored joint-
investigations. 

• Industry team managers will refer reactive complex ergonomics related 
investigations to the ergonomist team inspector and priority will be to refer these 
investigations to the team’s designated ergonomist (albeit their availability). 

• The outcome of the utilisation and integration of ergonomics skills will be measured 
in terms of the frequency of joint inspections (reactive and proactive), the number of 
referred ergonomics related investigations, the amount and type of advice provided, 
campaign support activities and the number of meetings that an ergonomist was 
able to attend. 

 
 
RECOMMENDATION 
 
That the Executive Management Committee provide support for this strategy and for 
Operational Directors and Industry Team Managers to facilitate the development and 
integration of this program into their operational activity.  
 
 

 
 
 
 

……………………………………………….. 
 (Manager) 

 
 
 
 
 
 
 
 
    
 
   ENDORSED  NOT ENDORSED 

  ............................................................................  
  (Director) 
 
 
 
 
 
 
    
 
 NOTED  APPROVED  NOT APPROVED 

  ............................................................................  
  (Executive Director) 



HAZARDOUS 
Manual Tasks 

Inspectors’ guide to enforcing and 
referring to information in this area 



Overview in relation to the Initiative 

• Statistics relating to WA workplaces 
• Hazardous Manual Tasks & musculoskeletal 

disorders 
• Across Industry Manual Tasks Initiative 
• Ways to  - investigate manual tasks 
   - enforce manual tasks 
   - refer to manual task information 
• Summary & Questions 

 
 



Priority Industries in WA Workplaces 

Top 10 industries for Body Stressing LTI/Ds for 5 years 
(2004-5 to 2008-09) 

 LTI/Ds 1 + 

Health Services 

Construction Trade Services 

Food Retailing 

Business Services 

Metal Product Manufacturing 

Food/Beverage, Tobacco 

Education 

General Construction 

Community Services 

Personal & Household Goods Retail 

 

 

LTI/Ds 60+ 

Health Services 

Construction Trade Services 

Food Retailing 

Business Services 

General Construction 

Education 

Community Services 

Food/Beverage, Tobacco 

Metal Product Manufacturing 

Accommodation, Cafes & Restaurants 



WA Incidence rates by mechanism 
Proportion of LTI/Ds by mechanism of Incident 2010-2011p 



WA Incidence rates by nature of injury 

Proportion of LTI/Ds by nature of injury 2010-2011p 



WorkSafe  
Operational priority area stats 

Body Stressing  
• Continues to be the most common cause of injuries in 

Australia. 
• LTI/D’s increased 6.7% in the last year. 
• Based on 2009 -10 around 85 days are lost per injury. 
• The lower back and shoulder are the most common 

areas affected by this type of injury. 
• Occupational groups experiencing these injuries include 

Storepersons (up 22%) & Truck drivers (up 17%). 
• The 45-54 yr age group recorded the highest number of 

body stressing LTI/D’s in 2010-11p 
 



Why are Manual Tasks a Priority Area 

1. There are high injury frequency rates and illness costs 
associated with manual tasks. 

2. Companies will benefit if we are able to reduce the 
frequency and duration of manual task injuries. 

3. Historically we have had low numbers of Improvement 
Notices (2-3%), which does not correlate with the 
proportion (50%). 

4. Manual Tasks are a complex hazard and require a 
team approach. 

5. Ergonomists need to learn about issues specific to 
industry and integrate for the team approach. 



New Manual Tasks COP 2010 



Manual Tasks 

Manual Tasks – refer to an activity or sequence of 
activities that require a person to use their physical body 
to perform work including: 

 

• Manual handling the use of force in lifting, lowering, 
pushing, pulling, carrying or otherwise moving, holding or 
restraining any personal animal or thing. 

• Performing repetitive actions 
• Adopting awkward and sustained postures and 
• Using plant tools or equipment that exposes workers to 

vibration. 
 



Hazardous Manual Tasks 

Have the following characteristics: 
The use of force to - 

Lift Push Pull  Lift/ Lower/ 
Carry 



Hazardous Manual Tasks 

Also include; 
• Manual tasks that involve handling of a person or animal 
• Manual tasks that involve the handling of an unstable or 

unbalanced load or loads difficult to grasp or hold. 

Repetitive 
Movements 

Awkward/ Sustained 
Postures 

Move, hold or restrain 
any person, animal or 

thing 
Vibration 



How does performing manual tasks 
result in an injury? 

• Not all manual tasks are hazardous 
• Most common health problem are 

musculoskeletal disorders (MSD’s) 
• Most MSD’s develop over time (overuse, 

wear and tear) 
• Some involve high forces resulting in 

sudden injuries 



WorkSafe WA References for  
Manual Tasks Risk Management 

www.safetyline.wa.gov.au 



The Duty Holders in relation to 
MANUAL TASKS 

• Employers 
• Employees  
• Self employed people 
• Principals (people who engage contractors) 
• Persons in control of a workplace 
• Designers, manufacturers, importers and 

suppliers 
• Erectors or installers of plant 
• Labour hire organisations and their host 

employers 
 



The risk management process applied 
to manual tasks 

STEP 2. RISK ASSESSMENT 
Assess the risks arising from the identified hazardous 
manual tasks 

 

STEP 3. RISK CONTROL 
Decide on the use of appropriate control measures 

STEP 1. HAZARD IDENTIFICATION 
Identify hazardous manual tasks 

 

Have the control measures introduced any new 
hazards? 
 
Have the control measures eliminated or reduced 
the risks? 

FOLLOW UP AND REVIEW 



Risk Factors & Sources of Risk for 
MSD’s  

Direct Risk Factors 
 
 

X 
 
 

X 
 

 

Forces  & Loads 

Vibration 

Actions & Postures 

P
e
r
s
o
n
 

Environmental Conditions Tools & 
Equipment 

Work Organisation Layout & Area 

Nature of 
Load 

Indirect Risk Factors 
 
 

X 
 
 

X 
 
 

 

Environmental Demands 

Worker Characteristics 

Job Demands 
(Frequency/Duration/Variety/Control/Support) 



DIRECT: Actions and Postures 

E.g.: awkward postures, sustained postures and repetitive 
movements.  



DIRECT: Forces & Loads 
E.g.: forceful over exertion, heavy loads, awkward loads, difficult to grasp etc. 



DIRECT: Vibration 

E.g.: whole body and hand arm 



INDIRECT: Working Environment 
E.g.: constraints on postures/movement; slippery floors, uneven ground; climatic 
conditions, poor lighting etc 
 



INDIRECT: Job Demands 
E.g.: too long/fast/frequent, deadlines, variation/breaks, bonus/incentives, 
concentration/attention etc 



INDIRECT: Worker Characteristics 
E.g.: younger/older, pregnancy, physical limitations, special needs, require 
special skills, PPE’s that is limiting, language/cultural barriers etc 



Potential sources of risk.. 

Risks in manual tasks can result from a 
combination of sources of risk including; 

• Work area design and layout  
• Tools and equipment 
• Nature of the load 
• Environmental conditions 
• Work organisation  



SOURCE:  
Work area design and layout 

The positioning & relationship of 
the different elements (work 
benches, conveyors, furniture 
and fittings) 

 
The relationship to each other 

and the worker are important 
because of their effect on 
WORK POSTURE 



SOURCE:  
Tools and equipment  

Tools – that are unsuitable for the task can be a source of 
risk by increasing the force required or by promoting 
sustained or awkward postures 

 

Risks can arise from; 
• Weight 
• Balance 
• Handle design and orientation 
• Shock loading and impact 
• Prolonged use 
• Maintenance. 

 



SOURCE:  
Nature of the load 

Consider the nature, size, weight or number 
of things handled 

Loads 
Can be a source of risk due to the muscular effort needed 

to handle them 
 

The risk can arise from 
• Size shape and weight of the load 
• Loads that are difficult to grip 
• Unstable or unwieldy loads 
• Handling of people or animals 



SOURCE:  
Environmental conditions 

Consider the workplace environment 
 

Sources of risk include; 
• Cold environments 
• High temperatures 
• Humid environments 
• Wind 
• Slippery/uneven surfaces 
• Obstructions 
• Lighting  



SOURCE: 
Work organisation 

Systems of work or the way in which work is organised, can 
influence the mental and physical demands that a 
manual task places on a worker. 

 

 
 

 

The sources of risk include: 
 
•Time constraints 
•Pace and flow of work across the working day or shift 
•Ability of workers to influence their workplaces or 
methods of work 
•The level of resources or guidance 
•Consultation process 
•Staffing levels, skill mix and shift arrangements 



Hierarchy of Control 

1. ELIMINATE THE HAZARD OR HAZARDOUS WORK 
PRACTICE 
 

2. REDESIGN, MODIFY OR SUBSTITUTE 
• Work area and layout 
• Nature of items, equipment and tools 
• Nature of the load 
• Work environment 
• Systems of work, work organisation and work practices 

 
3. APPLY ADMINISTRATIVE CONTROLS 
• Provide information, training and supervision 
• Develop and enforce policies and procedures 
 



Training expected for  
Manual Tasks  

Manual Task Risk Management Training 

• When 

• Who should be attending?  

• Elements (tailored to level of risk e.g., risk factors,  

sources of risk, risk management approach,  

activities included, types of injuries) 

• Available Free - Power Point Presentation & Guide  

Manual Tasks, Task Specific Training 

• When  

• Who 

• Results of training (e.g., Recognise risks and sources of risk, decide best way to 
minimise them, prepare layout & environment, prepare load, organise task/work 
flow, select adjust and use relevant tools/equipment, perform safe work practices)  

 



Manual Tasks Initiative 

What aspects of operational work will this initiative 
cover? 

 
• Reactive  - Ergo support for OSH enquiries

     
    - Ergo support for notified injuries  

 
• Proactive  - Ergo support for Team Projects 



Procedure 

For each type of operational work 
the following will be covered; 

1. Ways of investigating Manual 
Hazards 

2. Ways of enforcing in the area 
of Manual Tasks 

3. Referring to information in the 
area of manual tasks and 
injury prevention 



REACTIVE: OSH Enquiry 

• Responsibilities 
• Process - call for support as required 
    - investigate with ergo  

   support if indicated 
    - enforcement 
    - refer to information 
• Knowledge sharing logged 



REACTIVE: Injury Notification 

• Responsibilities 
• Process - call for support as required 
   - request employer’s investigation 
   - investigate with ergo support if  

  indicated 
   - enforcement 
   - refer to information 
• Knowledge sharing logged 



PROACTIVE: Team Projects 

• Responsibilities 
• Process 

– Checklist for project 
– Pilot visits 
– Industry information pack 
– Education/ talks for groups 

• Knowledge sharing logged 



Manual Task Investigations 

TOOLS: 
 
OSH Enquiry  - prompt questions to look for  

   hazardous manual tasks 
     
Injury   - prompt questions about what an 

   investigation should consist of 
 
Team Project  - checklist for project coordinator 
 
All tools will be reviewed in pre-investigation briefing 



Manual Tasks Enforcement 

Aim is to see enforcement under the following 
sections of the Act and Regulations 

 
OSH Act – 19(1) Hazard ID, 19(1) Training 
   23K 
 
OSH Regs – 3.1, 3.4, 3.5 
 
TOOLS:  Copy Text initially examples,  

  developed by yourself over time 
 



Information to refer to… 

Reference table of existing information to be 
build upon for each team specific to the 
industries and sub industries covered by 
the team and inspectors areas of expertise 

• Manual Tasks COP 2010 
• Manual Tasks Risk Management Video 

 



Questions/ Shared Experiences  
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F I L E  N O T E  
 

SUBJECT: ERGONOMIC/INDUSTRY TEAM KNOWLEDGE SHARING 
INITIATIVE 2013-14 

 (UTILISATION AND INTEGRATION OF ERGONOMICS SKILLS & 
TRAINING AND MENTORING INDUSTRY TEAM INSPECTORS 
IN THE FIELD OF HAZARDOUS MANUAL TASKS AND 
MUSCULOSKELETAL DISORDERS)  

FILE NO.: WS0879/2012 

This initiative had completed its second year of implementation, with Ergonomic 
Scientific Officers/Inspectors continuing to support designated Manufacturing, 
Transport and Service Industries (MTSI) Directorate teams, as well as recently 
commencing  early involvement with the Country, Regional and Primary Industries 
(CR&PI) Directorate. 
 
The outcomes of the initiative against the initial stated aims of the project are 
currently as follows: 
• Ergonomic Scientific Officers/Inspectors continue their integration within industry 

teams across MTSI  
• Ergonomic Scientific Officers/Inspectors continue to attend their assigned MTSI 

industry team meetings - promoting familiarity and integration. Both Team 
Ergonomists/Inspectors were given the opportunity to provide some input into 
operation planning days for the 2014/15 period. 

• Mentored joint investigations continue to improve the Scientific 
Officers/Inspectors’ understanding of industry specific hazards, high risk tasks 
and occupation groups. Information has been collected in relation to industry 
solutions and practicable controls. (saved in Objective Shared Information folder) 

• The statistical outcomes from the initiative are summarised as follows: 
 

Statistical Outcomes 
 

 Team  
Total Services Manufacturing 

& Wholesale 
Transport 
& Retail 

Ergonomic Scientific Officer/Inspector  
2013-14 

 
2012-13 

   

Joint Investigations Undertaken 
2013-14 

Proactive 2 1 0 3 
Reactive 3 2 4 9 

Joint Investigations Undertaken 
2012-13 

Proactive 8 7 9 24 
Reactive 14 7 10 31 

Proportion of current unrestricted Level 5&6 
Inspectors having undertaken at least one joint 
investigation (since commencement of initiative) 

8/8 
(100%)  

9/11 
(82%) 

9/11 
(82%) 

26/30 
(87%) 

Supported Proactive Campaigns - as a proportion 
of planned 2 per team 2013-14 

2/2 
(100%) 

1/2 
(50%) 

1/2 
(50%) 

6/6 
(67%) 

Supported Proactive Campaigns - as a proportion 
of planned 2012-13 

3/6 
(50%) 

2/5 
(40%) 

1/4 
(25%) 

6/15 
(40%) 

Team Meetings Attended by Ergonomics Scientific 
Officers/Inspectors - as a proportion of available 
2013-14 

12/12 
(100%) 

10/11 
(91%) 

8/10 
(80%) 

30/33 
(91%) 
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Team Meetings Attended by Ergonomics Scientific 
Officers/Inspectors - as a proportion of available 
2012-13 

6/8 
(75%) 

7/8 
(88%) 

11/12 
(92%) 

24/28 
(86%) 

Manual Task Notices Issued 
2013-2014 

Industry 
Inspector 

8 5 2 15 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 6 8 14 

Manual Task Notices Issued 
2012-2013 

Industry 
Inspector 

19 10 21 50 

Ergonomics 
Scientific 
Officer/ 
Inspector 

15 2 24 41 

Investigations with Manual Task Enforcement - as a 
proportion of investigations undertaken 2013-14 

3/5 
(60%) 

2/3 
(60%) 

4/5 
(80%) 

9/13 
(69%) 

Investigations with Manual Task Enforcement - as a 
proportion of investigations undertaken 2012-13 

14/22 
(64%) 

6/14 
(43%) 

14/19 
(74%) 

34/55 
(62%) 

 
• During this period, the Ergonomic Scientific Officers/Inspectors had supported 4 

out of 6 designated industry proactive campaigns, and had attended 30/33 of 
industry team meetings (i.e. 91%)  

• Manual task enforcement activity was undertaken by a combination of Industry 
and Ergonomic Scientific Officers/Inspectors, totalling 15 and 14 respectively. 
Ergonomic Scientific Officers/Inspectors may have issued notices e.g., for 
complex manual task hazards and/or where Industry Inspectors did not form the 
opinion. Some Inspectors during this period were still undertaking their mandatory 
co-investigations.    

• Further to the completion of mandatory mentored co-investigations, Industry 
Inspectors have continued to request for ergonomic support particularly when 
involving complex manual task issues, or have initiated discussions relating to 
issues arising from investigations  

• Subsequent to receiving Industry Inspector feedback during the inaugural year of 
the initiative’s implementation, the Scientific Officer/Inspectors had provided more 
support in relation to enforcement in the proactive projects (e.g., pre-drafted 
suggested manual task improvement/prohibition notices).   

• Some positive results from the initiative had been demonstrated as a result of the 
collaboration between the Transport and Retail Team (MTSI) and the Human 
Factors and Ergonomics Team (HH&PS). In the former’s 2013-14 team project on 
Clothing and Footwear Retailing, a considerable number of manual task related 
notices were issued by industry Inspectors (at 20.3% of total notices issued, as 
compared to the recent nominal inspectorate annual rate of around 5%) as well 
as significant changes to work practices at workplaces nationally and overseas 
was similarly elicited, via the issuing of an ergonomist pre-drafted manual task 
improvement notice, by an industry Inspector (outcome: the purchase and 
provision of over 1500+ work trolleys at 1500+ workplaces). (  

) 
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• Over the period of the initiative (since the 2012/13 financial year), there has been 
a considerable increase in the number of Manual Task* Notices issued by the 
entire Inspectorate (see Chart 1). A fall in the total number of notices issued by 
the Human Factors and Ergonomics Team is also seen during this period – highly 
suggestive that the significant increases in manual task related notices (in 
absolute terms) have been from non-Ergonomic Inspectors. Ergonomic 
Inspectors’ time resource have been reallocated from conducting and enforcing 
on their own investigations to supporting industry teams’ investigations and 
projects during this period 
 
Chart 1. Inspectorate Manual Task* vs Human Factors and Ergonomics Team Total 
Notices  

0

100

200

300

400

500

600

700

800

900

Inspectorate Manual
Task*Notices

Human Factors &
Ergonomics Team
Total Notices

 
 

Table 1. WISE Search Results 
 2007/08 2008/09 2009/10 2010/11 2011/12 2012/13 2013/14 

Inspectorate 
Total Notices 

10428 10589 11393 11061 8652 12547 13206 

Inspectorate 
Manual 
Task* Notices 

414 418 379 482 486 705 813 

Human 
Factors & 
Ergonomics 
Team Total 
Notices 

136 121 79 121 189 138 105 

Inspectorate 
Percentage 
Manual 
Task* Notice 

4.0% 3.9% 3.3% 4.4% 5.6% 5.6% 6.2% 

Manual Task* Key words for WISE automated searches: manually, manual handling, manaul 
handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular (date of 
data retrieval - 11/7/2014) 
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• Increases can also be seen in the percentage of manual task* notices as 

compared to the total number of notices issued by the whole Inspectorate 
(see Chart 2)  

Chart 2. Inspectorate Percentage Manual Task* Notices 

 
 
• In addition, Ergonomists are also designated to support the Health, Education 

and Community Services Team of the Health Hazards and Plant Safety 
Directorate (HH&PS), and have/are also available to support other specialist 
Teams. 

Future Planning 
It is planned for the continued integration and support by Ergonomic Scientific 
Officers/Inspectors in MTSI Teams during 2014-15, as well as their support of one 
proactive project per team.  
 
Ergonomists have begun undertaking some preliminary field work with Construction 
Inspectors from the CR&PI Directorate to increase their understanding of the 
industry. Full initiative support is availed for commencement.  
 
A Manual Tasks Investigation Tool and Enforcement Guideline is still to be 
completed.  
 
Acknowledgements to: MTSI & CR&PI Inspectors, Transport & Retail Team Manager 

, Manufacturing & Wholesale Team Manager  Services 
Team Manager  MTSI Director M  CR&PI Director 

 Human Factors and Ergonomics Team Manager , 
HH&PS Director , and Commissioner   Senior 
Inspector/Scientific Officer  (WISE Statistics assistance)  
 
References:   Manual Tasks Case Study – Special Fashion Group (t/a Millers     

Fashion Club) 2014 
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F I L E  N O T E  
SUBJECT: ERGONOMICS/INDUSTRY TEAM KNOWLEDGE SHARING INITIATIVE 2014-15 

 (UTILISATION AND INTEGRATION OF ERGONOMICS SKILLS & TRAINING AND 
MENTORING INDUSTRY TEAM INSPECTORS IN THE FIELD OF HAZARDOUS MANUAL 
TASKS AND MUSCULOSKELETAL DISORDERS)  

FILE NO.: WS0879/2012 

This initiative had completed its third year of implementation, with Ergonomics Inspectors/Scientific Officers 
continuing to support their designated Manufacturing, Transport and Service Industries (MTSI) Directorate 
teams, as well as involvement with teams from the Country, Regional and Primary Industries (CR&PI) 
Directorate. 
 
The outcomes of the initiative against the initial stated aims of the project are currently as follows: 
• Ergonomics Inspectors/Scientific Officers continue their integration within industry teams across MTSI  
• Ergonomics Inspectors/Scientific Officers continue to attend their assigned MTSI industry team meetings 

- promoting familiarity and integration. Both Ergonomics Inspectors were given the opportunity to 
provide some input into operation planning days for the 2015/16 period. 

• Joint investigations with teams across the MTSI directorate continue to improve the Scientific 
Officers/Inspectors’ understanding of industry specific hazards, high risk tasks and occupation groups. 
Information has been collected in relation to industry solutions and practicable controls. 

• Support by Ergonomists to MTSI team projects have also continued. Team briefings were provided 
subsequent to the undertaking of joint pilot investigations  

• Ergonomics Inspectors/Scientific Officers assist industry inspectors with manual task refresher sessions 
at team meetings 

• The designated Ergonomics Inspector/Scientific Officer to the Construction Teams similarly attends both 
teams’ team meetings  

• An Ergonomist has undertaken preliminary field visits with Construction Inspectors from the CR&PI 
Directorate to increase understanding of the industry; as well as engagement of industry stakeholders 

• The statistical outcomes from the initiative are summarised as follows: 
Statistical Outcomes 
 Team  

Total Services Manufacturing 
& Wholesale 

Transport & 
Retail 

Ergonomic Scientific Officer/Inspector  
2013-15 

 
2012-13 

  
 

 

Joint Investigations Undertaken 
2014-15 

Proactive 5 3 9 17 
Reactive 2 5 7 14 

Joint Investigations Undertaken 
2013-14 

Proactive 2 1 0 3 
Reactive 3 2 4 9 

Joint Investigations Undertaken 
2012-13 

Proactive 8 7 9 24 
Reactive 14 7 10 31 

Supported Proactive Campaigns - 2014-15 2 
 

1 
 

1 
 

4 
 

Supported Proactive Campaigns - 2013-14 2 
 

1 
 

1 
 

4 
 

Supported Proactive Campaigns - 2012-13 3 
 

2 
 

1 
 

6 
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Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of invited 2014-15 

8/11 
(73%) 

5/7 
(71%) 

12/12 
(100%) 

25/30 
(83%) 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of available 2013-14 

12/12 
(100%) 

10/11 
(91%) 

8/10 
(80%) 

30/33 
(91%) 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of available 2012-13 

6/8 
(75%) 

7/8 
(88%) 

11/12 
(92%) 

24/28 
(86%) 

Manual Task Notices Issued 
2014-2015 

Industry 
Inspector 

28 0 13 41 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 4 5 9 

Manual Task Notices Issued 
2013-2014 

Industry 
Inspector 

8 5 2 15 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 6 8 14 

Manual Task Notices Issued 
2012-2013 

Industry 
Inspector 

19 10 21 50 

Ergonomics 
Scientific 
Officer/ 
Inspector 

15 2 24 41 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2014-15 

3/7 
(43%) 

2/8 
(25%) 

7/16 
(44%) 

12/31 
(39%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2013-14 

3/5 
(60%) 

2/3 
(60%) 

4/4 
(100%) 

9/12 
(75%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2012-13 

14/22 
(64%) 

6/14 
(43%) 

14/19 
(74%) 

34/55 
(62%) 
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Chart 1. Inspectorate’s Manual Task Notices* - less Ergonomics Team manual task notices 

* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Ergonomics Team manual task notices. 
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Chart 2. Inspectorate’s Manual Task Notices* - less Ergonomics Team manual task notices (as a percentage of total 
notices) 

* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Ergonomics Team manual task notices; and WISE automated searches for total notices for the 
whole inspectorate 
 
Future Planning 
The integration and support by Ergonomics Scientific Officers/Inspectors in MTSI Teams is continued into 
2015-16, as well as their support of one proactive project per team assigned team.  
 
A Manual Tasks Investigation Tool and Enforcement Guideline is still to be completed.  
 
Acknowledgements to: MTSI & CR&PI Inspectors, Transport & Retail Team Manager , 
Manufacturing & Wholesale Team Manager , Service Industries Team Manager  

, MTSI Director , CR&PI Director , Human Factors and Ergonomics Team 
Manager , HH&PS Director , and Commissioner . Senior 
Inspector/Scientific Officer  (WISE Statistics assistance)  
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F I L E  N O T E  
SUBJECT: ERGONOMICS/INDUSTRY TEAM KNOWLEDGE SHARING INITIATIVE 2015-16 

 (UTILISATION AND INTEGRATION OF ERGONOMICS SKILLS & TRAINING AND 
MENTORING INDUSTRY TEAM INSPECTORS IN THE FIELD OF HAZARDOUS MANUAL 
TASKS AND MUSCULOSKELETAL DISORDERS)  

FILE NO.: WS0879/2012 

This initiative had completed its fourth year of implementation, with Ergonomics Inspectors/Scientific 
Officers continuing to support all teams from the Manufacturing, Transport and Service Industries (MTSI) 
Directorate, as well as commencing some early integration with Construction Teams from the Country, 
Regional and Primary Industries (CR&PI) Directorate. 
 
The outcomes of the initiative against the initial stated aims of the project are currently as follows: 
 
MTSI 
• Ergonomics Inspectors/Scientific Officers continue their integration with all industry teams from the 

MTSI Directorate. Involvement has included: 
 Conduction of joint investigations  
 Collection of information in relation to industry solutions and practicable controls 
 Support of industry team projects  
 Attendance at team meetings  
 Provision of input into industry teams’ operation planning for the 2016-17 period 
 Provision of manual task refresher sessions at team meetings 

 
CR&PI 
• An Ergonomics Inspector/Scientific Officer has undertaken preliminary field visits with Inspectors from 

the Construction Teams of the CR&PI Directorate to increase understanding of the industry, and had also 
commenced engaging with industry stakeholders and attended team meetings.  
 

The statistical outcomes from the initiative are summarised as follows: 
 
Statistical Outcomes 
 Team  

Total Services Manufacturing 
& Wholesale 

Transport & 
Retail 

Designated Ergonomics Scientific Officer/Inspector  
2013-16 

 
2012-13 

 
2015-16 

 
2012-15 

 

 
 

2012-2016 

 

Joint Investigations Undertaken 
2015-16 

Proactive 5 6 3 14 
Reactive 1 1 4 6 

Joint Investigations Undertaken 
2014-15 

Proactive 5 3 9 17 
Reactive 2 5 7 14 

Joint Investigations Undertaken 
2013-14 

Proactive 2 1 0 3 
Reactive 3 2 4 9 

Joint Investigations Undertaken 
2012-13 

Proactive 8 7 9 24 
Reactive 14 7 10 31 
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Supported Proactive Campaigns - 2015-16 
 

3 1 1 5 

Supported Proactive Campaigns - 2014-15 2 
 

1 
 

1 
 

4 
 

Supported Proactive Campaigns - 2013-14 2 
 

1 
 

1 
 

4 
 

Supported Proactive Campaigns - 2012-13 3 
 

2 
 

1 
 

6 
 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of invited 2015-16 

7/10 
(70%) 

4/12 
(33%) 

10/12 
(83%) 

21/34 
(62%) 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of invited 2014-15 

8/11 
(73%) 

5/7 
(71%) 

12/12 
(100%) 

25/30 
(83%) 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of available 2013-14 

12/12 
(100%) 

10/11 
(91%) 

8/10 
(80%) 

30/33 
(91%) 

Team Meetings Attended by Ergonomics Inspectors/ 
Scientific Officers - as a proportion of available 2012-13 

6/8 
(75%) 

7/8 
(88%) 

11/12 
(92%) 

24/28 
(86%) 

Manual Task Notices Issued 
2015-2016 (During joint investigations) 

Industry 
Inspector 

6 1 3 10 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 1 0 1 

Manual Task Notices Issued 
2014-2015 (During joint investigations) 

Industry 
Inspector 

28 0 13 41 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 4 5 9 

Manual Task Notices Issued 
2013-2014 (During joint investigations) 

Industry 
Inspector 

8 5 2 15 

Ergonomics 
Scientific 
Officer/ 
Inspector 

0 6 8 14 

Manual Task Notices Issued 
2012-2013 (During joint investigations) 

Industry 
Inspector 

19 10 21 50 

Ergonomics 
Scientific 
Officer/ 
Inspector 

15 2 24 41 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2015-16 

4/6 
(66%) 

2/7 
(29%) 

2/7 
(29%) 

8/20 
(40%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2014-15 

3/7 
(43%) 

2/8 
(25%) 

7/16 
(44%) 

12/31 
(39%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2013-14 

3/5 
(60%) 

2/3 
(60%) 

4/4 
(100%) 

9/12 
(75%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2012-13 

14/22 
(64%) 

6/14 
(43%) 

14/19 
(74%) 

34/55 
(62%) 
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Chart 1. Inspectorate’s Manual Task Notices* - less Ergonomics Team’s manual task notices 

* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Ergonomics Team’s manual task notices. 
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Chart 2. Inspectorate’s Manual Task Notices* - less Ergonomics Team’s manual task notices (as a percentage of total 
notices) 

* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Ergonomics Team’s manual task notices; and WISE automated searches for total notices for the 
whole inspectorate. 
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Notwithstanding possible limitations relating to data and statistical validity, the aforementioned figures 
suggest an 89% increase in the absolute numbers of manual task notices issued by non-ergonomics 
Inspectors in the 4 years of implementation of the initiative as compared to the 4 years immediately 
preceding, as well as a 54% increase in the proportion of notices issued. 
 
 
 
Future Planning: 
 
The integration and support of Ergonomics Inspectors/Scientific Officers across all MTSI Directorate Teams is 
continued in the 2016-17 financial year.  
 
An Ergonomics Inspector/Scientific Officer will be coordinating a project within MTSI Industry ANZSICs with 
the support of an Industry Senior Inspector. A Manual Tasks Investigation Tool and Enforcement Guide is 
envisaged to be developed further to this undertaking. 
 
 
 
Acknowledgements to:  
 
• MTSI Inspectors  
• MTSI Team Managers  
• MTSI Director  
• CR&PI Inspectors 
• CR&PI Team Managers  
• CR&PI Director   
• Human Factors/Ergonomics Team Manager  
• HH&PS Director   
• Commissioner  
• Senior Inspector/Scientific Officer  (WISE Statistics assistance)  
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F I L E  N O T E  
SUBJECT: HUMAN FACTORS AND ERGONOMICS/INDUSTRY TEAM KNOWLEDGE SHARING 

INITIATIVE 2016-17 

 (UTILISATION AND INTEGRATION OF ERGONOMICS SKILLS & TRAINING, AND 
MENTORING INDUSTRY TEAM INSPECTORS IN THE FIELD OF HAZARDOUS MANUAL 
TASKS AND MUSCULOSKELETAL DISORDERS)  

FILE NO.: WS0879/2012 

The initiative completed its fifth year of implementation, where Human Factors and Ergonomics (HFE) 
Inspectors/Scientific Officers continued their integration with all teams from the Manufacturing, Transport 
and Service Industries (MTSI) Directorate. 
 
Involvement in the year included: 

 Conducting joint investigations  
 Supporting Industry Team projects by HFE Inspectors/Scientific Officers  
 Supporting an HFE Team project -Airport Operations and Other Support Services to Air Transport 

by an Industry Inspector # 
 Intelligence gathering  in relation to industry solutions and practicable controls 
 Attending Industry Team meetings by HFE Inspectors/Scientific Officers 
 Input into Industry Teams’ operation planning for the 2017-18 year by HFE Inspectors/Scientific 

Officers 
 
The statistical outcomes of the initiative are as follows: 
 
 Team  

Total Services Manufacturing 
& Wholesale 

Transport & 
Retail 

Designated HFE Inspector/Scientific Officer  
2013-17 

 
2012-13 

 
2015-17 

 
2012-15 

 
 

2012-2017 

 

Joint Investigations Undertaken 
2016-17 

Proactive 5 0 10 15 
Reactive 2 3 4 9 

Joint Investigations Undertaken 
2015-16 

Proactive 5 6 3 14 
Reactive 1 1 4 6 

Joint Investigations Undertaken 
2014-15 

Proactive 5 3 9 17 
Reactive 2 5 7 14 

Joint Investigations Undertaken 
2013-14 

Proactive 2 1 0 3 
Reactive 3 2 4 9 

Joint Investigations Undertaken 
2012-13 

Proactive 8 7 9 24 
Reactive 14 7 10 31 

Supported Proactive Campaigns - 2016-17 3 0 1# 4 
Supported Proactive Campaigns - 2015-16 3 1 1 5 
Supported Proactive Campaigns - 2014-15 2 1 1 4 
Supported Proactive Campaigns - 2013-14 2 1 1 4 
Supported Proactive Campaigns - 2012-13 3 2 1 6 
Team Meetings Attended by HFE Inspector/ Scientific 
Officer - as a proportion of invited 2016-17 

9/10 
(90%) 

3/ 9/11 
(82%) 

21 

Team Meetings Attended by HFE Inspector / Scientific 
Officer  - as a proportion of invited 2015-16 

7/10 
(70%) 

4/12 
(33%) 

10/12 
(83%) 

21/34 
(62%) 

Team Meetings Attended by HFE Inspector Scientific 
Officer - as a proportion of invited 2014-15 

8/11 
(73%) 

5/7 
(71%) 

12/12 
(100%) 

25/30 
(83%) 
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Team Meetings Attended by HFE Inspector / Scientific 
Officer  - as a proportion of available 2013-14 

12/12 
(100%) 

10/11 
(91%) 

8/10 
(80%) 

30/33 
(91%) 

Team Meetings Attended by HFE Inspector / Scientific 
Officer  - as a proportion of available 2012-13 

6/8 
(75%) 

7/8 
(88%) 

11/12 
(92%) 

24/28 
(86%) 

Manual Task Notices Issued 
2016-2017 (During joint investigations) 

Industry 
Inspector 

14 0 1 15 

HFE Inspector 
/ Scientific 
Officer 

0 0 0 1 

Manual Task Notices Issued 
2015-2016 (During joint investigations) 

Industry 
Inspector 

6 1 3 10 

HFE Inspector 
/ Scientific 
Officer 

0 1 0 1 

Manual Task Notices Issued 
2014-2015 (During joint investigations) 

Industry 
Inspector 

28 0 13 41 

HFE Inspector 
/ Scientific 
Officer 

0 4 5 9 

Manual Task Notices Issued 
2013-2014 (During joint investigations) 

Industry 
Inspector 

8 5 2 15 

HFE Inspector 
/ Scientific 
Officer 

0 6 8 14 

Manual Task Notices Issued 
2012-2013 (During joint investigations) 

Industry 
Inspector 

19 10 21 50 

HFE Inspector 
/ Scientific 
Officer 

15 2 24 41 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2016-17 

6/7 
(86%) 

0/3 
(0%) 

1/14 
(7%) 

7/24 
(29%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2015-16 

4/6 
(66%) 

2/7 
(29%) 

2/7 
(29%) 

8/20 
(40%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2014-15 

3/7 
(43%) 

2/8 
(25%) 

7/16 
(44%) 

12/31 
(39%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2013-14 

3/5 
(60%) 

2/3 
(60%) 

4/4 
(100%) 

9/12 
(75%) 

Investigations with Manual Task Enforcement - as a 
proportion of joint investigations undertaken 2012-13 

14/22 
(64%) 

6/14 
(43%) 

14/19 
(74%) 

34/55 
(62%) 
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Chart 1. Inspectorate’s Manual Task Notices* - less Human Factors and Ergonomics Team’s manual task 
notices 
* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Human Factors and Ergonomics Team’s manual task notices. 
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Chart 2. Inspectorate’s Manual Task Notices* - less Human Factors and Ergonomics Team’s manual task 
notices (as a percentage of total notices) 
* Derived by the combination of WISE automated key word searches for the whole inspectorate (manually, manual 
handling, manaul handling, sprain, sparin, strain, manual task, manaul task, musculo, muscolo, muscular); less the 
manual count of WISE Human Factors and Ergonomics Team’s manual task notices; and WISE automated searches for 
total notices for the whole inspectorate. 
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Notwithstanding possible limitations relating to data and statistical validity, the aforementioned figures 
suggest a 94% increase in the absolute numbers of manual task notices issued by the inspectorate (excluding 
HFE team members) in the 5 years of implementation of the initiative as compared to the 5 years 
immediately preceding, as well as a 65% increase in the proportion of notices issued. 
 
In addition, an Human Factors and Ergonomics Senior Inspector/Scientific Officer  had 
conducted a project on hazardous manual tasks in the construction industry, where workplaces reporting a 
musculoskeletal injury/disease (MSDS) to WorkSafe Western Australia in 2016/17 and 2015/16 were 
contacted to determine whether risk factors had been identified, appropriate controls implemented and 
information had been provided to employees on manual task hazards, risk management processes and injury 
prevention. In summary: 

• 20 workplaces were contacted. 
• No enforcement action was taken. 
• Information was provided in relation to the prevention and management of hazardous manual tasks 

to all workplaces. 
• Specific recommendations were provided to organisations where improvements to the system in 

place could be made. 
• Industry factsheets for specific occupations and hazardous manual tasks were developed and will be 

available on WorkSafe Western Australia’s website in 2018.  
 
Plan: 
The continued integration and collaboration between Human Factors and Ergonomics Inspectors/Scientific 
Officers and other Operational Directorate Teams is anticipated in the 2017-18 financial year, as well as a 
further project in the Construction Industry by an Human Factors and Ergonomics Inspector/Scientific Officer 
( ). 
 
Acknowledgements to:  
• MTSI Inspectors  
• MTSI Team Managers  
• MTSI Director  
• CR&PI Director   
• Human Factors/Ergonomics Team Manager  
• HH&PS Director   
• Acting HH&PS Director  
• Commissioner  
• Senior Inspector/Scientific Officer  (WISE Statistics assistance)  
• #Senior Inspector  (Transport and Retail Team, MTSI) – Industry Support Inspector for the 

Human Factors/Ergonomics Team Project: Airport Operations and Other Support Services to Air 
Transport. 

 
  
Prepared by: 
 

 
Senior Inspector/Scientific Officer 
Human Factors and Ergonomics Team  
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CODE OF BEHAVIOUR 

 
We are Public Officers and we occupy a position of responsibility and trust in the 
community.  We have the responsibility to promote and secure the safety and health 
of persons at work within Western Australia.  We must act ethically and treat people 
with mutual tolerance and respect. 
 
 
TRUST 

Trust is concerned with both being honest and acting in a manner that enhances 
confidence in us.  We must: 
 

� Be open and transparent in our dealings with each other and the 
community, 

� Communicate the reasons for our decisions, 
� Make people aware of their rights as well as their responsibilities, 
� Disclose any real or perceived conflicts of interest, and 
� Report wrong doing inside WorkSafe. 

 
 
THE LAW 

Our role is concerned with minimising risks to the health and safety of employees in 
Western Australia through administering the legislation.  We achieve this by: 
 

� Directing our enforcement activities towards areas of risk, 
� Enforcing the provisions of the legislation in a firm, fair and consistent 

manner, 
� Efficient and responsive services, 
� Prompt and appropriate advice and information, and 
� Consultation with our stakeholders. 

 
 
 
PUBLIC OFFICERS 

We are Public Officers in the eyes of the law.  As Public Officers we have added 
obligations. We can be subjected to allegations of serious misconduct and official 
corruption. To avoid this we must: 
 

� Make ourselves familiar with all laws, policies and procedures that are 
relevant to us, and 

� Abide by them. 
 
 
 
MUTUAL TOLERANCE AND RESPECT 

� We recognise that all persons (including ourselves) deserve to be 
treated in a courteous and respectful manner, and 

� We respect the rights of others to express their opinions, contributions 
and concerns. 

 
 
 

July 2012 



  
 

WorkSafe Misconduct Reporting - Flow Chart - A4152701                  September 2012 

 
WORKSAFE MISCONDUCT REPORTING FLOW CHART 

 
 
 
These flow charts describe the processes to be followed if a misconduct reporting form is received.  
The one on the left is applicable for anonymous reporting and the one on the right is relevant when 
contact details are provided.    
 
All misconduct processes will be managed in a way which is consistent with the Public Sector 
Management Act 1994, the Public Interest Disclosure Act 2003, the Corruption and Crime 
Commission Act 2003, the principles of procedure fairness and departmental policy.   
 
Forms are to be forwarded to the Executive Director WorkSafe in a confidential manner. 

 

Misconduct reporting form 
- received anonymously 

Executive Director WorkSafe will read the 
information provided to determine if he shares 
a suspicion. 

Executive Director WorkSafe will consider 
the information provided and will liaise with 
the Director General to determine what 
action is needed.  This may include: 
 

 -   no action 
 -   other action not linked to misconduct  
 -   Commerce, CCC or Police investigation 
 

Should an investigation be warranted, and 
should a breach of discipline or legislation 
be found, the sanction will be determined by 
the Director General following advice about 
relevant legislation from the HR Branch.  

Executive Director WorkSafe will read the 
information provided to determine if he shares 
a suspicion. 

Executive Director WorkSafe will extend an 
invitation to meet with the employee who 
raised the matter. 

Executive Director WorkSafe will consider 
the information provided and will liaise with 
the Director General to determine what 
action is needed.  This may include: 
 

 -   no action  
 -   other action not linked to misconduct 
 -   Commerce, CCC or Police investigation 
 

Should an investigation be warranted, and 
should a breach of discipline or legislation 
be found, the sanction will be determined by 
the Director General following advice about 
relevant legislation from the HR Branch. 
 

Executive Director WorkSafe will extend an 
invitation to meet with the employee who 
raised the matter to inform them about the 
outcome - to the extent that the balance 
between transparency and confidentiality will 
permit. 

Misconduct reporting form  
- contains contact details 



  
 

 
WORKSAFE MISCONDUCT REPORTING FORM 

 
 

 

To all WorkSafe staff 
 

We all value an environment where public officers can work with integrity.  The purpose of this form is 
provide you with another avenue to alert me to any situation which you genuinely think could constitute an 
act of misconduct by a public officer, so that I can investigate and/or address your concerns as appropriate.  
It is open to you to complete this form anonymously and if you choose to do so please provide me with all 
the detail you can.  If you choose to provide your contact details, I will commit to meet with you to discuss 
your concerns.  If you’re unsure about the seriousness of your concerns, please decide to complete the form 
so I can assess whether or not the matter warrants attention.  Thank you for taking the time to let me know 
something might be amiss. 
 

Lex McCulloch 
Executive Director WorkSafe 

 
 
 
Public officer - A public officer is not limited to employees; it includes any person exercising authority under 
written law, such as High Risk Work Licence Assessors. 
 

Addressing misconduct - Misconduct can be described in two ways, being simple and serious.  Simple 
misconduct will be managed by the department and may result in improvement action under the Public 
Sector Management Act 1994.  Suspicions of serious misconduct may be managed by the department, the 
Corruption and Crime Commission or the Police. 
 

Confidentiality - Please keep this matter confidential.  Discussing your suspicions outside the reporting 
framework might undermine formal inquires into the matter, constitute bullying or slander and could involve 
disciplinary action being taken against you.  The reporting framework includes me, the Principal HR 
Consultant, the Director Human Resources, the Director General and the Corruption and Crime Commission. 
 

Process for responding to suspicions - Where concerns are raised anonymously, I will read, consider and 
assess the details provided to determine if I share a suspicion that misconduct may have occurred.  
Following which I will decide what action I will take.  Where concerns are raised with contact details, I will 
meet with you so we can discuss your concerns, following which I will consider the information and decide 
what action I will take.  Once the action is complete, I will inform the person who raised the matter with me 
about the outcome – as much as the balance between transparency and confidentiality will permit. 
 

Natural justice - The rules of NJ apply to all processes and decisions which involve person/s suspected of 
misconduct. 
 

 



 

WorkSafe misconduct reporting form - A3712771                 September 2012 

 
General information about the suspected misconduct 

When did it 
happen? 

 

Where did it 
happen? 

  

Who was 
involved? 

 

Are there any 
witnesses? 

  

Have you told 
anyone else? 

  

Can I contact 
you?  And if so, 
how? 

  

Specific information about the suspected misconduct 

Please describe 
what happened. 

  

How and when 
did you become 
aware of this 
matter? 

  

What action has 
occurred since? 

  



 

WorkSafe misconduct reporting form - A3712771                 September 2012 

If your suspicions 
are valid, what 
outcome would 
you expect?  

  

Are you aware of 
any evidence to 
support your 
suspicion? 

  

 

Please forward this form, confidentiality, to the Executive Director WorkSafe. 
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Reporting misconduct - Frequently asked questions

Why is the prevention of fraud, corruption and misconduct so 
important?

The Department of Commerce aims to create a contemporary diversified economy that 
provides for the growth, safety and protection of the community. Staff are public officers 
and, as representatives of Commerce, are placed in a position of trust. In carrying out our 
duties we may affect the welfare, right or entitlements of members of the community. The 
community expects us to carry out our functions with professional integrity and with 
regard for the public interest.

Commerce has a zero tolerance of any incidents of fraud and corruption committed by its 
employees and contractors. The damage to Commerce’s credibility and the potential loss 
of public confidence underpins Commerce’s zero tolerance approach. Commerce 
prosecutes offenders found to be in breach of Commerce’s fraud and corruption policies.

What is fraud?

Fraud is defined as any dishonest activity causing actual or potential loss to any person 
or entity including theft of moneys or other property by employees. This also includes the 
deliberate falsification, concealment, destruction or use of falsified documentation or the 
improper use of information or position for financial benefit.

What is corrupt conduct?

Corrupt conduct occurs if we use or attempt to use our position for personal advantage, 
to advantage friends or relatives, to cause detriment to any individual or other acts 
against the public interest.

What is misconduct?

Misconduct, as prescribed in the Corruption, Crime and Misconduct Act 2003 maybe 
minor or serious.

Minor misconduct, which is dealt with by the Public Sector Commission (PSC), occurs if 
a public officer engages in conduct that:

◾ adversely affects, or could adversely affect, directly or indirectly, the honest or 
impartial performance of the functions of a public authority or public officer, 
whether or not the public officer was acting in their public officer capacity at the 
time of engaging in the conduct; or

◾ constitutes or involves the performance of their functions in a manner that is not 
honest or impartial; or

◾ constitutes or involves a breach of trust placed in the public officer by reason of 
their office or employment as a public officer, or

◾ involves the misuse of information or material that the public officer has acquired 
in connection with their functions as a public officer, whether the misuse is for the 
benefit of the public officer or the benefit or detriment of another person; and

◾ constitutes, or could constitute a disciplinary offence providing reasonable 
grounds for the termination of a person’s office or employment as a public service 
officer under the PSM Act (whether or not the public officer to whom the allegation 
relates is a public service officer or is a person whose office or employment could 
be terminated on the grounds of such conduct).

Serious misconduct, which includes all instances of police misconduct and is dealt with 
by the Corruption and Crime Commission, occurs if a public officer:

◾ corruptly acts or corruptly fails to act in the performance of the functions of the 
public officer’s office or employment; or
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◾ corruptly takes advantage of the public officer’s office or employment as a public 
officer to obtain a benefit for himself or herself or for another person or to cause a 
detriment to any person; or

◾ whilst acting or purporting to act in his or her official capacity, commits an offence 
punishable by two or more years’ imprisonment.

Where can I go to get examples of misconduct?

Misconduct may take many forms. Examples of misconduct are provided in Commerce’s 
Code of Conduct, page 14.

How do I report misconduct if I am aware of something that 
may constitute misconduct?

Potential corruption, misconduct or fraud involving colleagues must be reported to your 
supervisor, manager or executive director. Where corruption or serious misconduct is 
suspected, the Director General of Commerce is required to report all instances to the 
Corruption and Crime Commission.

Further information is provided in Commerce’s Code of Conduct, Part 2 – General 
Guidelines – page 21.

Can I report misconduct without identifying myself?

Yes – misconduct may be reported anonymously, or by identifying yourself.

The following forms that explain the reporting process and are available for making a 
report may be accessed on the Commerce intranet:

◾ WorkSafe Misconduct Reporting Flowchart

◾ WorkSafe Misconduct Reporting Form

If I report what I believe to be misconduct, will I be advised of 
the outcome?

If you provide your contact details when reporting the alleged misconduct, WorkSafe’s 
executive director will extend an invitation to meet with you and inform you about the 
outcome, to the extent that the balance between transparency and confidentiality will 
permit.

What can I do if I don’t believe my complaint has been properly 
investigated?

It would be open to you to raise your concerns with WorkSafe’s executive director.

Is the person being investigated informed they are being 
investigated?

The person will be informed at the appropriate time in the investigation process.

Does the person being investigated find out who named them?

No, for our internal process.

Is the misconduct investigation process kept completely 
confidential?

Yes

If I am aware of misconduct and don’t report it, can I be held 
accountable in any way?

As a public officer you would be expected to report any misconduct of which you are 
aware. 

You could be held accountable if your report was shown to be vexatious.

Why does WorkSafe have a Code of Behaviour?

WorkSafe’s Code of Behaviour is also available on the Commerce intranet.

The Code advises that public officers occupy a position of responsibility and trust in the 
community. It makes the important point we have the responsibility to promote and 
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secure the safety and health of persons at work within Western Australia. Under the 
subheadings Trust, The Law, Public Officers and Mutual Tolerance and Respect, the 
Code emphasises our responsibility to act ethically and respect the rights of others.

How is this different from the Department of Commerce’s Code 
of Conduct?

The Code of Behaviour reinforces the fact that as public officers we occupy a position of 
trust and responsibility in the eyes of the community and we are expected to recognise 
that all persons deserve to be treated in a courteous and respectful manner.

Why does WorkSafe have an Integrity Committee?

The purpose of the Integrity Committee is to continue to develop, guide, manage and 
review the WorkSafe Misconduct Prevention Strategy. The strategy is intended to ensure 
localised risks are effectively managed and to complement the provisions covering the 
whole of the public sector and Commerce.

What has the Integrity Committee done?

The Committee has put into place a number of initiatives, notably:

◾ A transparent and equitable process for filling short-term acting positions

◾ A Code of Behaviour, distributed to all staff

◾ An internal misconduct reporting process

◾ A High Risk Work Licence Assessor Information Sheet

◾ Enhancement of the Objective security system

Why does the Integrity Committee periodically conduct 
surveys?

Staff feedback from the periodic surveys assists the Integrity Committee to fulfil its 
purpose of developing, guiding, managing and reviewing the WorkSafe Prevention 
Strategy and to provide input into future misconduct prevention measures that are 
deemed necessary.

Page last updated on:   -  Wednesday, 22 March 2017 
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2017 SAFE WORK OCTOBER WORKSHOP EVALUATION FORM 

 

1. How did you find out about this session?  

 

 
 

2. What is your role in your workplace?  

 

 
 

3. Based on this session, I would attend a Safe Work October workshop in 2018: 

   Strongly Agree     Agree     Undecided      Disagree 

Comments:  

 

 
 

4. In this session, I learned new information that I will take back to my workplace:

   Strongly Agree     Agree     Undecided      Disagree 

Comments:  

 

 
 

5. Do you have any suggestions for workshop topics or speakers that you would like 
us to run in 2018?   

 

 
 

6. Other feedback / comments:  

 

 

 
 

Thank you for your feedback 



WORKSAFE 2013 AND BEYOND – CULTURE 
 
 
What we need to do 
 
As a group we need to decide what attitudes and beliefs we want in common at 
WorkSafe.   
 
The decision on this matter, in my opinion, is solely for the EMC to make.  That is, it 
would not be appropriate to undertake a process of consultation across the 
organization but it is a matter for the leadership group to set the standard and then to 
pursue it.  
 
That pursuit will require the direct and consistent action of the leadership group over 
a period of time.   
 
Those actions are most likely going to be dealt with in other project topics such as 
Leadership, Teamwork and Employee engagement 
 
That period of time cannot be specified, however, it will arguably never end on the 
basis of maintenance of the culture. 
 
Why  
 
It was agreed at a special meeting of EMC that the recommendations contained in 
the WorkSafe Business Model for 2012 and Beyond report dated 19 June 2012 
prepared by Shelby Consulting (‘the Shelby Report’) would be split into a number of 
project areas.  One of those project areas was the topic of ‘WorkSafe Culture’. 
 
A review of the allocation of the recommendations in the Shelby Report showed that 
recommendations 48, 49, 50, 56 and 57 were listed as relating to ‘WorkSafe Culture’.  
A number of these recommendations cross-referenced other recommendations 
which then provides the following – 
 

• As proposed in Recommendation 24, formal collaborative structures be implemented 
around the leadership group. 

o The collaborative mechanisms (meetings and committees, working groups) 
utilised by WorkSafe be reviewed to ensure they are effective, focused, 
understood, participated in and regular. 

• Cultural change be seen as an ongoing planned project to address leadership 
approaches. 

• A unified understanding of business direction and how roles contribute to 
organisational objectives be developed. 

• Inappropriate workplace behaviours be identified and addressed and appropriate 
workplace behaviours modelled and rewarded. 

• Address cultural issues as previously recommended. (See Recommendation 47 to 
Recommendation 50.) 

o Strong and consistent operational and strategic leadership be developed via 
ongoing modelling, coaching, mentoring, and personal development. 



o Cultural change be seen as an ongoing planned project to address leadership 
approaches. 

o A unified understanding of business direction and how roles contribute to 
organisational objectives be developed. 

 
While these contain a few pointers toward the work that needs to be undertaken in 
relation to WorkSafe’s culture they arguably do not provide a clear starting point 
outside of the topic of leadership.  Some other food for thought can be found at 
Attachment 1. 
 
A good starting point is always to consider a definition.  Any number of definitions of 
‘workplace culture’ can be found which are mostly variations on a theme.  A simple 
definition is ‘a combination of qualities in an organization and its employees that arise 
from what is generally regarded as appropriate ways to think and act’. 
 
A more technical definition, and probably a better starting point is ‘the attitudes and 
beliefs about something that are shared by a particular group of people or in a 
particular organization and are reflective in their behaviour’. 
 
Hence the starting point is the question – what attitudes and beliefs do we want in 
common at WorkSafe ?  This is an important question to answer – if we do not 
actively set the parameters then that lack of ‘planning’ or ‘preparation’ means that a 
workplace culture will develop which may not be appropriate for WorkSafe’s 
organisational health (see attachment 2 for information on organizational health). 
 
There is any amount of material available in relation to the topic of workplace culture 
and how to develop, maintain or change it.  While there are a variety of views on the 
technical steps available to deliver a workplace culture, the literature is unanimous in 
the view that it takes a considerable amount of time to achieve a workplace culture; 
and an even longer time where you desire to change a workplace culture. 
 
It is also clear that the development of a workplace culture is not something that you 
can just install but is dependent on a variety of other activities, principally leadership. 
 
Having said that the following dot points which are commonly part of workplace 
culture articles provide some steps that are critical in the process: 
 

• Teach it.  If you do not make it clear what is expected then you will not be 
able to achieve what you are after.  So once we have identified the attitudes 
and beliefs we want in common then we need to ensure that we make them 
known. 

 
• Live it. If we expect others to exhibit the outcomes of a common set of 

attitudes and beliefs then we need to lead by example and exhibit the same. 
 

• Reward/reinforce it.  If we do not take steps to reward those who are 
demonstrating the culture and reinforce what is expected with those who are 
not then we are unlikely to achieve what we want. 

 



These items are also consistent with Recommendation 56 – ‘Inappropriate workplace 
behaviours be identified and addressed and appropriate workplace behaviours modelled and 
rewarded’.  This is likely to require us to step outside of our comfort zone – it is easy 
to keep doing the things we are doing rather than to step out and make the changes.  
But without a deliberate decision any progress will be more by accident than as a 
result of purposeful action. 
 

 
 
Those purposeful actions will include each of us undertaking some steps that may be 
outside our comfort zone such as: challenging behaviours that are contrary to (or in 
conflict with) the agreed attitudes and beliefs; providing ‘honest’ and constructive 
feedback as part of PDR discussions; and a variety of potential other activities that 
would fall under the title of ‘difficult conversations’. 
 
Returning to the three dot points above.  A number of ‘models’ have an expanded 
approach through the inclusion of additional dot points.  An important one that needs 
consideration at some future point in time is that of ‘Measure it’.  Without undertaking 
some form of measuring process then how can you determine whether you have 
made progress and if so the extent of that progress. 
 
Measurement will require the use (and acceptance of the outcomes) of a simple staff 
perception survey built around the agreed attitudes and beliefs. 
 
 
The task of delivering WorkSafe’s Culture will then fall into other categories of work.  
A workplace culture cannot be ‘forced’ but can only be developed through a range of 
other consistently applied activities.  A workplace culture is not instantly ‘imported’ or 
developed quickly but it is a matter of progressively moving toward it; often this is 
over a lengthy period of time.  
 
Edgar Schein, a leading exponent of organisational culture, believes that leaders 
and/or managers influence corporate culture.  This is done through: 

• What leaders pay attention to, measure and control on a regular basis 
• How leaders react to critical incidents and organizational crises 
• How leaders allocate resources 
• Deliberate role modeling, teaching, and coaching 



• How leaders allocate rewards and status 
• How leaders recruit, select, promote, and excommunicate 

 
The clear implication is that the culture of an organisation is an output of the 
organisational leadership approach. 
 
 
Consequently, the delivery of a culture for WorkSafe has two steps : 
 

1. The EMC needs to decide what attitudes and beliefs it wants in common 
at WorkSafe. 

 
2. The EMC members then deliver the leadership that will drive WorkSafe 

to that cultural setting.  This second steps may have multiple facets but 
they all track back to the leadership role. 

 
 
  



Attachment 1 
 
A study undertaken of the culture in the Queensland and Victorian public service 
resulted in the following recommendations – 
  

Ensure that all employees are aware of the strategic objectives of the department 
(and individual units), and that they know how they individually can contribute to the 
achievement of these objectives. Everyone should have a role to play. It is important 
to support and reward experimentation. 
 
The factors which will influence the culture include how the leaders react to crises; 
what the leaders pay attention to; and how resources are allocated. The criteria by 
which people are selected, promoted and excommunicated also have a significant 
influence on the culture. 
 
Culture change is a slow and incremental process. It is important to keep the changes 
small, and reward people for their successes. Even small changes add up. 
 
It is recommended that more emphasis be placed on the human relations. Staff 
indicated that they would prefer a work place which was more considerate of their 
needs, valued loyalty and had a greater emphasis on employee development. This 
would also have the effect of improving individual’s job satisfaction. 

 
Interestingly, a finding of the study was that ‘Acting in the public interest was 
identified as the most important strategic objective, followed by meeting the 
competing demands of stakeholders, and setting professional and industry 
standards.’ 
 
There is no reason to take the view that the above recommendations would not 
apply, at least in part, to the culture of the WA public service and thereby WorkSafe.   
 
Some work in alignment with these items is already being undertaken.  The issue of 
all employees knowing the strategic objectives begins with the Vision and Mission 
which is currently being developed and then moves through the planning cycle to 
each person’s Performance Review and Development Plan. 
 
  



Attachment 2 
 
An extract from one of the publications (emphasis added) to provide a definition of 
‘organisation health’ – 
 

Organisational Health refers to an organisation’s ability to achieve its goals 
based on an environment that seeks to improve organisational performance 
and support employee well-being. While these two perspectives are very 
different, a nexus between them means issues in one affect the other. 
 
To explain in practical terms how a systems approach to organisational 
performance can assess, develop, and improve Organisational Health, a 
Generic Human Activity System (HAS) with four key components is used. The 
four Key Components are:  
 
Purpose: Such as goals, aims, outcomes, results sought. 
 
Means: “Hard” factors such as “management”, “performance” and 
“architectural” systems and the work practices they contain. For example, 
policies, procedures, reporting structures, communication practices, software 
and hardware, operating processes;  
 
Relations: “Soft” factors such as leadership style, supervisory and 
management practices, employee behavior and relations;  
 
Meaning: Such as an organisation’s culture that provides underpinning 
shared values, norms, attitudes, assumptions; 

 
An extract from another as a point of contemplation if you want – 
 

Performance and health can be viewed through five frames 

  Performance imperative Health imperative 

Aspire:  
Where do we 
want to go? 

Develop a change vision and 
targets that are deeply 
meaningful to employees. 

Determine what “healthy” 
looks like for the 
organization in view of your 
change vision. 

Assess: 
How ready are 
we to go 
there? 

Identify and diagnose your 
organization’s ability to achieve 
its vision and targets. 

Uncover the root causes of 
mind-sets that support or 
undermine organizational 
health. 

Architect: 
What must we 
do to get 
there? 

Develop a concrete, balanced 
set of performance-
improvement initiatives. 

Reshape the work 
environment to create 
healthy mind-sets. 



Act: 
How do we 
manage the 
journey? 

Determine and execute the 
right scaling-up approach for 
each initiative in the portfolio. 

Ensure that energy for 
change is continually 
infused and unleashed. 

Advance: 
How do we 
keep moving 
forward? 

Put in place a continuous-
improvement infrastructure to 
take the company forward 
beyond one-time change. 

Equip leaders to lead from 
a core of self-mastery. 

Aspire 

The importance of setting aspirations that emphasize health as well as 
performance came through loud and clear in one of our surveys: change 
programs with well-defined aspirations for both, we found, were 4.4 times 
more likely to be rated extremely successful than those with clear aspirations 
for performance alone. 

  Wells Fargo offers an example of how to pursue both: setting strategic 
objectives and then defining related health essentials. When current CEO 
John Stumpf became president, in August 2005, he brought his top team 
together in a two-day offsite session to debate Wells Fargo’s aspirations for 
its next era. The performance goal that emerged was to maintain the 
company’s track record of double-digit compound annual growth in earnings 
per share and revenue. To that end, the team doubled down on the bank’s 
long-term cross-sell aspiration of “going for gr-eight” (eight products per 
customer), with the medium-term goal of adding at least one product on 
average to its already industry-leading cross-sell rates. The bank’s leaders 
also set performance targets related to customer loyalty and customer 
attrition in all key businesses. 

But a broader aspiration also emerged, which the team summed up in the 
phrase “One Wells Fargo.” This idea grew out of the realization that a huge 
amount of the value the team sought to create lay in what it called “mining the 
seams” of the organization: working together more effectively across the 
company’s lines of business to break down “silo thinking” and give customers 
a better experience that fulfilled more of their financial needs. 

Thinking about the bank as One Wells Fargo helped the senior team focus on 
changes that would be needed to make the organization healthier: 
management practices related to customer focus, strategic clarity, and 
collaborating to share ideas and information were all strong within the lines of 
business but had to be distinctive across them as well. If One Wells Fargo 
was the strategy, organizational changes would be needed to support and 
enable it. 

Assess 
Before you move from goals to actions, it pays to take a hard look in the 
mirror to understand your company’s readiness to achieve its aspirations. 
What capabilities matter most to meeting your performance goals, and how 
strong are they in your company today? What mind-sets about “the way 
things get done around here” could undermine your quest for health, and 
what are their root causes? The value of such assessments of a company’s 
readiness to change can’t be overstated: in our 2010 survey, respondents at 



companies that diagnosed problematic mind-sets were four times more likely 
than those that didn’t to rate their transformations as successful. 

When Pierre Beaudoin took over the aerospace division at Bombardier, in 
2001, for example, he knew that it needed a performance boost to ride out the 
industry’s post-9/11 downturn. He also wanted the company to become a 
healthy, self-improving organization. The aspirations he set— $500 million in 
bottom-line savings, along with a continuous improvement in service and 
products for customers—required lean capabilities that Bombardier lacked at 
the time, as well as a significant change in mind-sets. 

Probing cultural issues wasn’t something that came naturally to a company 
that prided itself on technical expertise. In Beaudoin’s words, “It was a 
challenge for me and for my leadership team to explain why we were 
spending so much time on the ‘soft stuff’ when we could be fixing factories, 
hardware, airplanes. We had lots of conversations explaining that if we did 
the soft stuff right, our employees, with our help, would be more able to do 
what they’re supposed to do, like make our factories efficient and work on 
engineering problems.” 

These conversations and a more formal organizational self-assessment 
yielded a shortlist of beliefs that limited the value placed on individuals, the 
role of teamwork, efforts for continuous improvement, and the drive for 
results. One area where the company urgently needed to change was 
attitudes toward handling problems. As Beaudoin explains, “Suppose I come 
to a meeting and hear about four problems, and I slam my fists on the table 
and say, ‘I don’t want to hear about problems any more; you guys are there to 
fix them.’ Well, guess what—I’m not going to hear about problems. And that’s 
how you get yourself in deep trouble.” 

 
Architect 
Once a company knows where it wants to go and how ready it is to go there, 
it must work out the way from here to there. Countless leaders have told us 
that this is the hardest part of changing their organizations. But it’s also the 
stage in a company’s journey when efforts to improve performance and health 
start to fuse: they interlock and reinforce one another as a focused portfolio of 
performance-improvement priorities becomes a vehicle for shifting mind-sets 
toward health. 

To understand what this symbiotic relationship looks like in practice, consider 
the turnaround A. G. Lafley famously engineered at Procter & Gamble after 
taking the helm, in June 2000. Lafley established some explicit priorities for 
P&G: focusing on 10 out of 100 countries, for example, and on four core 
businesses. Emphasizing these priorities was critical to P&G’s performance 
improvement. It also built a platform for one of Lafley’s deeper goals: to make 
P&G a more consumer-driven and externally focused company—a healthier 
one, in short. 

As Lafley was setting priorities, he decided to draw up a not-to-do list. One 
item on it was P&G’s “skunk works”: experimental technology projects outside 
the company’s mainstream businesses. These endeavors—which had an 
annual budget as high as $200 million—reflected technological goals rather 
than customer needs and culminated in products and services that had to be 
“pushed” to the market in the hope they would be taken up. All this worked 
against Lafley’s customer-focused aspiration. And so the not-to-do list was 
rigorously enforced: “If we caught people doing stuff that we said we were not 



going to do, we would pull the budget and the people, and we’d get them 
refocused on what we said we were going to do.” 

Often, shifting mind-sets means changing formal systems, structures, 
processes, and incentives. At P&G, Lafley made sure that planning processes 
started with an understanding of consumer trends and reframed the 
organizational structure to give it a stronger consumer orientation. Finally, role 
modeling, storytelling, and skill development can also play a vital role in 
shifting mind-sets. Lafley, for instance, set up an in-house college for 
managers and dedicated a substantial part of his own time to coaching. 
Although this soft stuff is often overlooked, it’s vital. Senior executives who 
told us, in one of our surveys, that they’d implemented initiatives to change 
their employees’ mind-sets and behavior during a transformation were twice 
as likely as others to report that it had succeeded. 

Act 

When it’s time to get moving, pilot programs are almost always the right way 
to start working on performance. If things go well, successes can be 
replicated elsewhere; if they go awry, you can confine mistakes to a small 
area. Early results also help to build your employees’ motivation and appetite 
for change. One key to successful pilots, we’ve found, is conducting them in 
two stages: first, a standard proof of concept and, second, a proof of 
feasibility, which will ensure that you have a replicable means of capturing the 
value you’ve identified across your organization. Too many companies don’t 
take the second step and find that they can’t build on their initial success. 

But even the most carefully constructed pilots aren’t enough. Lasting, healthy 
change also requires an organization motivated to go the extra mile over and 
over again as employees carry out their routine, day-to-day tasks while 
fundamentally rethinking many of them. The whole process can feel like trying 
to change the wheels of a bike while you’re riding it. Not surprising, most 
companies find this difficult: one of our surveys found that only some 30 
percent of all executives who had been through a transformation thought their 
companies had been completely or mostly successful at mobilizing energy in 
it. 

CEO Julio Linares took the reins of Spain’s incumbent telecom operator, 
Telefónica de España, in January 2000, as earnings and cash flow were 
sliding. He used three methods to create a powerful engine for change as he 
transformed the company. The first was to help people “understand how the 
project they were working on would contribute to that year’s targets and, 
therefore, to the overall transformation program.” With that goal in mind, 
Linares and his team emphasized growth, competitiveness, and commitment 
as critical themes. Developing new distribution models and improving 
customer segmentation came under the heading of growth; adopting lean 
work processes and enabling online transactions, of competitiveness; and 
embedding a new set of company values and reorganizing business units, of 
commitment. 

Second, Linares ensured that the whole company felt ownership of the 
changes. He and his senior team brought the telco’s top 500 executives 
together every January, for example, to help design the program for the year 
to come. Beyond this core group, Linares sought to “give relevant people at 
different levels of the organization an opportunity to participate” in the 
redesign of the transformation program “and then to complement that with a 
strong communication program.” Sometimes, companies need to reach out 



even further to create a shared sense of ownership. When structuring the 
transformation of India’s Larsen & Toubro, CEO A. M. Naik explained, “We 
involved one in four employees, about 7,000 people. I visited 38 locations of 
the company.” He added, “When the vision was finalized” in a document, 
“everyone could say, ‘That word was mine,’ you know? Maybe that word was 
in the minds of a thousand people. But the process created a shared vision 
everyone could believe in.”7 

Finally, Linares used progress evaluations, which are always important, as a 
third tactic for maintaining energy. Linares explained the need for them in this 
way: “The market is going to change constantly, and because of that you 
need to make a constant effort to adapt your company. Some parts of the 
program will end, but new ones will come up.”8 

Advance 

The final stage is to make the transition from the intensive work and constant 
upheaval of a transformation to a period of continuous improvement. 
According to one survey, companies that build a capacity for it into their 
organizations are 2.6 times more likely to consider their transformation 
programs a success over the long term. 

Continuous improvement can be cultivated during a major transformation 
effort by building an infrastructure, as you go, that includes knowledge 
sharing, learning methods, and expertise to help the company continue to 
improve. For these to be embraced after the initial transformation effort is 
complete, the right leadership skills and mind-sets must be in place. After the 
formal end of a transformation program at ANZ Bank, for example, the 
company trained more than 6,000 leaders in areas such as self-awareness, 
resilience, and the ability to energize oneself and others.9 The response was 
tremendous: participants spoke of the program’s “profound impact” and 
described the experience as “life changing.” ANZ also held other personal-
leadership workshops to develop its employees’ ability to improve 
continuously, cascading the workshops right through the organization in a 
process that eventually touched more than 26,000 employees. 

These efforts helped ANZ usher in an era of nonstop progress, which 
included grassroots business initiatives, organizational delayering, 
bureaucracy busting, internal job markets, and greater diversity. Supporting 
these endeavors were some 180 “champions” who worked, on top of their 
regular jobs, to foster continuous improvement in the businesses. 

ANZ’s strong financial performance, in the years after its transformation, was 
accompanied by striking evidence of organizational health: it had the highest 
level of staff engagement of all peer organizations in Australia and New 
Zealand, and the share of employees who agreed that “we live our values” 
and “are earning the trust of the community” was 85 percent and 81 percent, 
respectively. 

If you want to change your organization for the better and to make the 
changes stick, you must focus on its long-term health even as you push for 
higher performance now.  

 
 
 

https://www.mckinseyquarterly.com/article_print.aspx?L2=18&L3=27&ar=2820
https://www.mckinseyquarterly.com/article_print.aspx?L2=18&L3=27&ar=2820
https://www.mckinseyquarterly.com/article_print.aspx?L2=18&L3=27&ar=2820
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Subject: All staff:  WorkSafe Culture Survey - sent on behalf of the WorkSafe Executive 

Director

Attachments: WorkSafe Culture Statement Paper 2013.pdf

Importance: High

Hi Everyone 
 
The Executive Management Committee has turned its attention to WorkSafe’s culture.  A Culture statement paper has 
been written and is attached for your information.  Please read the below message from your Executive Director.  

 

 

Context:  (Why we are doing this?) 
Organisational culture can be described as the organisation’s personality or ‘how we do things here’.   It impacts how 
effective we are, how we interact with each other and how we use our physical and financial resources.  A vibrant and 
well-defined culture enables an organisation to be highly effective and enhances its ability to be more than the sum of 
its individual parts.  Please don’t interpret this survey to mean I am unhappy with our culture now, but there's always 
room for improvement.  To keep and grow a culture it must be articulated and you must have an opportunity to 
actively contribute to it. 
 
Simply, I want a culture which results in WorkSafe being respected by our community because we make a difference 
and all our people are engaged in their work and feel valued by their peers.   The WorkSafe Culture Statement paper 
sets out my vision for our culture and my strategy to achieve it.  Please take the time to read it. 
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Purpose:  (How will your information be used?) 
The purpose of this survey is to gain a 2013 snapshot of where you think our culture is at now and to gain your 
contributions on how to grow our culture beyond 2013.  This is your opportunity to be involved in recommending the 
initiatives and actions you want implemented to make your workplace better achieve my vision for our culture. 
 
I intend to apply this survey on an annual basis.  It consists of 50 questions and will take about 20 minutes.  The 
survey is confidential - you cannot be identified - and for this reason I’ve asked you to specify your branch so I can 
better understand what matters where.  It would be appreciated if you could provide your response by Wednesday, 
18 September 2013. 
 

 
WorkSafe Executive Director 

 

Please find a time when you can dedicate 20 minutes to this work, as you will need to complete the survey in one go 
so as to not lose your entries.  The text boxes at the end of the survey will increase to accommodate your text.  If you 
have any questions, please email me.  To commence the survey, please hold the control key and click on the 
link:  http://freeonlinesurveys.com/s.asp?sid=v3u8efg0o6rmlh2320720 

 

 

Nice regards 
          

Acting Project Manager - WorkSafe 
Department of Commerce 
(08) 9327 8623 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

Culture Statement 
 

The WorkSafe Way 
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ORGANISATIONAL CULTURE  

What is organisational culture 

Organisational culture can be described as the organisation’s personality or ‘how we do things here’.  It is 
built up over-time upon the beliefs, behaviours and assumptions of informal and formal leaders.  
 
As organisational culture is largely driven by the formal leaders, this paper has been prepared to provide 
support to the formal leaders of WorkSafe in the delivery of our culture. 
 

Why is organisational culture important 

Organisational culture determines every aspect of how effective an organisation is and how it engages 
and uses its human, physical and financial resources.  A vibrant and well-defined culture drives an 
organisation to be highly effective and enhances its ability to be more than the sum of its parts. 
 
We are born different and made different by our life experiences.   If left unchecked differences can lead 
to misunderstanding, disagreement and fragmentation.  Difference brings diversity and diversity when 
guided brings a greater scope of perspective, expertise and wisdom.  Without diversity organisations 
become stagnant.  Organisations need diversity to thrive.   
 
We believe there is a direct link between culture and staff attraction, engagement and retention. 
Research supports the view that a positive and dynamic culture inspires individuals to achieve their 
potential, as the culture drives the levels of ownership and commitment displayed by individuals which in 
turn has a positive impact on business deliverables.   Culture inextricably links leadership and strategy to 
innovation, staff motivation and commitment to achieving the organisations vision and mission.   
 
At WorkSafe, we want a culture which harnesses the best of our diversity to  further improve how we use 
our time, energy and intelligence towards conceiving and delivering upon strategies which will increase 
the safety of workplaces in Western Australia in the most effective, efficient and fair way.   
 
Given this, WorkSafe has decided to define and grow its intended culture. 
 

OUR CULTURE 

The purpose of defining our organisational culture is to inspire and engage individuals to form a united 
group which is willing and able to dedicate its collective time, energy and wisdom towards achieving our 
vision, which is to support stakeholders to make ‘Safe and healthy Western Australian workplaces’. 
 
At WorkSafe we want a culture where staff: 

 are driven to provide service to our community and appreciate we are paid by our community 

 take personal responsibility for everything they are involved in 

 have a positive ‘can do’ approach 

 value all roles and the people who hold them 
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The following pages describe our intended culture and sets out accountabilities to assist our managerial 
leaders to create and build the cultural environment.  

Service to the Western Australian community 

As a division of the Department of Commerce, WorkSafe has been allocated public money to deliver a 
valuable service to the Western Australian community.  WorkSafe is privileged to undertake this work. As 
public service employees we are paid by money derived from taxes and charges – that is, we are paid out 
of other peoples’ hard earned money.   Everything we do must reflect our appreciation of this fact.   
 
At WorkSafe we want a culture where all staff feel the privilege and satisfaction of serving the 
community. That is, they understand their how their collective efforts positively impacts the wellbeing 
and lives of those in our community.  In doing so, managerial leaders will create and sustain a culture 
where they and their staff: 

 are honest, fair and impartial in our dealing with each other and our stakeholders 

 commit our personal and collective capability to our work 

 focus on developing strategies and tactics which are innovative and practical 

 take care of our human, physical and financial resources and use them wisely 

 understand our legal obligations and abide by them 
 
Expected outcome:  WorkSafe is trusted and respected by our community.   
 
 

Personal responsibility 

In general people should take personal responsibility for their actions; as public officers we must.   As a 
reminder, the following documents set out some our employment obligations: 
 

 Code of Ethics  (Public Sector Commissioner) 

 Code of Conduct  (Department of Commerce) 

 Code of Behaviour  (WorkSafe) 
 
At WorkSafe we want a culture where all staff feel proud to take personal responsibility for their actions.  
To achieve this we want a culture where employees achieve their work with integrity, efficiency and 
effectiveness because they always think before they act.  Aside from determining the most efficient and 
effective path to undertake their work, staff must consider the impact their behaviour will have on others 
and manage the positive and negative consequences of their actions and decisions.  

In achieving the above, managerial leaders are accountable to: 

 coach their staff to plan and manage their time efficiently and effectively 

 coach their staff to think about and manage their impact on others 

 ensure staff appreciate the response ‘I didn’t know’ or ‘I didn’t think of that’ is not aligned with 
our culture 

 eradicate a ‘close enough is good enough’ mentality, should it exist 

 observe the behaviour of their staff and praise or coach them accordingly 

 strategically demonstrate their personal responsibility 
 

Expected outcome:  WorkSafe employees are trustworthy and feel respected by all those they deal with.  
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A positive ‘can do’ approach 

A positive ‘can do’ culture can be defined as having an attitude of being prepared to ‘have a go’.  To do 
this successfully involves considered and strategic thinking, understanding the environment and 
perspectives of others, identifying and solving challenges, working collaboratively and being willing to 
build new skills.  
 
At WorkSafe we want a culture where staff feel interested and capable of taking on challenges.   That is, 
a culture where employees are entrusted to come up with enhancements to existing ideas or new 
innovative ideas to progress our vision.  This doesn’t mean we will always succeed - but where we don’t 
we have the advantage of learning from our experiences. We want a culture where ‘defeat is not the 
worst of failures; not to have tried is the true failure’ (George Woodberry).   
 
In achieving the above, managerial leaders are accountable to: 

 actively seek out expertise and wisdom when creating strategies and tactics  

 coach their staff to understand and feel comfortable with change 

 contribute ideas to help make other peoples’ work more successful 

 encourage their staff to seek out ways to improve our service 

 focus on finding a solution 

 lead a learning approach 

 observe the behaviour of their staff and praise or coach them accordingly 
 
Expected outcome:  WorkSafe employees feel like they make a difference.  
 

Value all roles and the people who hold them 

Although WorkSafe is structured into six branches WorkSafe is one-team.   All roles are important, just as 
all parts of an engine are important. 
 
At WorkSafe we want a culture where each employee appreciates the value each role contributes to 
WorkSafe being able to achieve its vision in an effective and efficient manner.   

In achieving the above, managerial leaders are accountable to: 

 collaborate with their peers 

 communicate the achievements of other branches to their staff 

 encourage their staff to seek contributions from a variety of people 

 ensure staff involve or inform others when necessary 

 ensure staff treat others with respect  

 observe the behaviour of their staff and praise or coach them accordingly 
 

Expected outcome:  WorkSafe employees feel respected and are fully engaged in their work.   
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OUR STRATEGY 

Each managerial leader is accountable to model and promote our culture. That accountability requires 
them to actively plan, model, promote, influence and evaluate how they have contributed to the 
development and maintenance of the WorkSafe culture.   
 
Our strategy to grow our culture requires all managerial leaders to: 

 model and promote behaviours which reflect our culture 

 recognise and reward staff who model our culture 

 challenge and coach staff who resist our culture 

 correct staff who sabotage our culture 
 

Each managerial leader needs to remember they are always being observed and that their actions will 
likely speak louder than words.  Each managerial leader must always be mindful about the issue of 
perception – what is perceived will be as important as and possibly more so than the actual reality. 

 

 

Model and promote behaviours which reflect our culture 

As a managerial leader you have a role to model and promote the WorkSafe culture.  This needs to be 
done in genuine ways which are noticed by others.  It should manifest in your personal conduct and 
professional performance.   
 
The quality parameters relevant to this work must include being: 

 confident (ie:  lead by example, be seen and heard) 

 genuine (ie:  your tone and mannerisms must match your words and actions) 

 proactive (ie:  plan a course of action, influence and drive cultural change)  

 transparent (ie:  be open, share the rationale for your actions and decisions) 
 
 
 

Recognise and reward staff who model our culture 

As a managerial leader you have a role to recognise and reward those who model our culture.  To do this 
you need to observe and understand how each of your employees think and behave.  This needs to be 
done in a way which is appreciated by that staff member and has a positive influence on others.  
 
The quality parameters relevant to this work must include being: 

 genuine (ie:  your tone and mannerisms must match your words and actions) 

 specific (ie:  a person must understand why you have recognised them)  

 strategic (ie:  judge what praise needs to be delivered, when and how) 
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Challenge and coach staff who resist our culture 

As a managerial leader you have a role to challenge the behaviour of your staff if they appear to resist our 
culture.   Your role also includes challenging the behaviour of others (including your peers and superiors) 
where their behaviour appears to contradict our culture.   
 
The quality parameters relevant to this work must include being: 

 aware (ie:  is the issue systemic, is their behaviour unusual or is a pattern emerging) 

 confidential (ie:  challenge in private, keep confidentiality to those who need to know) 

 helpful (ie:  aim to resolve the matter in the positive) 

 informed (ie:  identify mitigating factors, seek and apply HR advice) 

 respectful (ie:  be open-minded and courteous) 

 wise (ie:  consider the person’s context and what strategy will assist them to value our culture) 
 

Correct staff who sabotage our culture  

As a managerial leader you have a role to correct the behaviour of your staff if they appear to be 
sabotaging our culture.  For you to be able to correct the behaviour you need to identify the reasons why 
the staff member is seeking to sabotage our culture (in doing so you may identify that it is not a 
deliberate attempt at sabotage or that there are systemic organisation issues that need addressing).  It is 
not anticipated the strategy of sabotage will be applied often, but when it does the outcomes must result 
in corrected behaviour.  Where corrected behaviours are not achieved then it is likely that a more formal 
process will commence. 
 
The quality parameters relevant to this work must include being: 

 confidential (ie:  correct in private, keep confidentiality to those who need to know) 

 fair (ie:  apply the principles of natural justice) 

 helpful (ie:  aim to resolve the matter in the positive) 

 informed (ie:  identify mitigating factors, seek and apply HR advice) 

 respectful (ie:  be open-minded and courteous) 

 strong (ie:  be clear, confident and resilient) 

 swift (ie:  undertake this work as a priority and complete it quickly)  
 

GENERAL COMMENTS 

This paper documents a summary of our current thinking on this topic and doesn’t presume to be 
definitive guide.  WorkSafe respects and values the diversity each managerial leader brings to their role 
and managers are encouraged to use their individual capability profile to lead our culture. 
 
This paper  is not about staff performance or other management issues.  There is an overlap to the extent 
that the expectation arising out of WorkSafe’s desired culture is that those types of issues will be dealt 
with in a constructive and timely manner. 
 
This paper was implemented with a launch aimed at managerial leadership staff and was supported 
during the one-day managerial leadership information session.  It will be reviewed before the end of 2014 
by a method decided by the WorkSafe Executive Management Committee. 
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Week 1 
START DATE START 

TIME 
END TIME SUBJECT PRESENTER LOCATION 

Mon, 7 May 
2018 

8:30 AM 9:00 AM Team Manager Welcome Team Manager N/A 

Mon, 7 May 
2018 

9:00 AM 10:30 AM Welcome and Introduction 2 & 4  – Commissioner, Safety Regulation 
 - A/Director – Services Industry & 

Specialists 
 - A/Director I&RD (Manager 

Construction) 
 – Director Investigations  

 –A/Director , Customer Information 

Level 1: Boardroom 

Mon, 7 May 
2018 

10:30 
AM 

10:45 AM Evacuation Procedures & Tour  – Senior Scientific 
Officer/Inspector 

Level 1: Boardroom 

Mon, 7 May 
2018 

10:45 
AM 

11:00 AM Break N/A Touchdown Area 

Mon, 7 May 
2018 

11:00A
M 

12:00 PM HR Induction   - Senior Human Resources 
Officer / Advisor 

Level 1: Boardroom 

Mon, 7 May 
2018 

12:00P
M 

12:30 PM Lunch N/A N/A 

Mon, 7 May 
2018 

12:30 
PM 

1:00PM Union talk   and  – Union Delegates Level 1: Boardroom 

Mon, 7 May 
2018 

1:00PM 1:30 PM Inspector Development and Training 1 - 
Introduction 

 – A/Training Coordinator, Safety 
Regulation 

Level 1: Boardroom 

Mon, 7 May 
2018 

1:30 PM 2:00 PM Use of Office and Branch Equipment  Administrative Services 
Assistant 

Meet at Touchdown Area 

Mon, 7 May 
2018 

2:00 PM 2:30 PM Break  N/A N/A 

Mon, 7 May 
2018 

2:30:00 
PM 

3:30 PM OSH Induction   – A/Safety and Health Coordinator Level 1: Boardroom 
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START DATE START 
TIME 

END TIME SUBJECT PRESENTER LOCATION 

Mon, 7 May 
2018 

3:30:00 
PM 

4:00 PM Motor Vehicle Talk   – Administration Coordinator, 
Corporate Services 

Level 1: Boardroom 

Mon, 7 May 
2018 

4:00PM 4:30 PM Reading time for following day  N/A Touchdown Area 

 
Tues, 8 May 
2018 

8:30:00 
AM 

9:00 AM Reading Time N/A Touchdown Area 

Tues, 8 May 
2018 

9:00AM 9:30 AM Communication Overview   – A/Media Liaison Officer, Safety 
Regulation 

Level 1: Boardroom 

Tues, 8 May 
2018 

9:30:00 
AM 

10:30 AM Legislation 1 - Introduction and 
Overview  

 – Inspector/Scientific Officer, SI&S 
 - Senior Inspector/Scientific Officer 

SI&S 

Level 1: Boardroom 

Tues, 8 May 
2018 

10:30:0
0 AM 

11:00 AM Break N/A Touchdown Area 

Tues, 8 May 
2018 

11:00A
M 

12:00 PM Work Safety  Information Resources  – Senior Librarian Level 1: Boardroom 

Tues, 8 May 
2018 

12:00P
M 

1:00 PM Lunch N/A N/A 

Tues, 8 May 
2018 

1:00PM 3:00 PM Legislation 2 - Legal Logic  – Senior Lawyer Legal Services Level 1: Boardroom 

Tues, 8 May 
2018 

3:00PM 4:30 PM IT & Record Keeping Online Induction N/A N/A 

Wed, 9 May 
2018 

8:30:00 
AM 

10:30:00 AM Time with Team Manager Team Manager N/A 

Wed, 9 May 
2018 

10:30:0
0 AM 

11:00AM Break  N/A N/A 

Wed, 9 May 
2018 

11:00A
M 

12:30:00 PM Investigations 1 - Request to Attend  – Construction Team Manager, 
IR&D 

Level 1 Boardroom  
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START DATE START 

TIME 
END TIME SUBJECT PRESENTER LOCATION 

Wed, 9 May 
2018 

12:30:0
0 PM 

1:30:00 PM Lunch and Reading time  N/A N/A 

Wed, 9 May 
2018 

1:30:00 
PM 

3:30:00 PM Priority Inspection Report 1 - Policy  -Team Manager - Retail & Service 
Industries 

Level 1 Boardroom  

Wed, 9 May 
2018 

3:30:00 
PM 

4:30:00 PM Reading time for following day N/A N/A 

 
Thurs, 10 May 
2018 

8:30:00 
AM 

9:30:00 AM Regulatory Support Group Overview – Executive Director Regulatory 
Support 

 – General Manager  Policy and Data 
Intelligence 

 – General Manager Information and 
Development,  

 – Director – Legal Services 

Level 1 Conference Room  

Thurs, 10 May 
2018 

9:30:00 
AM 

3:30:00 PM Legislation 3 - General Duty Provisions*  – Senior Lawyer, Legal Services Level 1 Conference Room   

Thurs, 10 May 
2018 

3:30:00 
PM 

4:30:00 PM Reading time for following day N/A N/A 

 
 

Fri, 11 May 
2018 

8:30:00 
AM 

11:30:00 PM Online Objective Training N/A Touchdown Area 

Fri, 11 May 
2018 

11:30:0
0 PM 

12:30:00 PM Lunch Break & Reading Time N/A N/A 

Fri, 11 May 
2018 

12:30:0
0 PM 

4:30:00 PM Mentoring day Team Manager Field 
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Week 2 
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon, 14 May 
2018 

8:30:00 
AM 

9:00AM Reading Time N/A Touchdown Area 

Mon, 14 May 
2018 

9:00AM 1:30:00 
PM 

Legislation 4 - Consultative Structures*  – Senior Scientific 
Officer/Inspector, SI&S 

Level 1 Boardroom  

Mon, 14 May 
2018 

2:00PM 4:00PM Machine Guarding 1 - Introduction   – Inspector, Retail and 
Service Industries 

Level 1 Boardroom  

Mon, 14 May 
2018 

4:00PM 4:30:00 
PM 

Reading time for following day N/A N/A 

 
Tues, 15 May 
2018 

8:30:00 
AM 

9:00AM Reading Time N/A Touchdown Area 

Tues, 15 May 
2018 

9:00AM 12:00PM WISE 1 Introduction*   – Director Industrial and 
Regional Directorate 

Ground Floor IT Training Room 
2  

Tues, 15 May 
2018 

12:00PM 1:00PM Lunch N/A N/A 

Tues, 15 May 
2018 

1:00PM 3:00PM Mobile Computing   Information Services Training 
Administrator 

Ground Floor IT Training Room 
2  

Tues, 15 May 
2018 

3:00PM 4:00PM WISE Practice All Ground Floor IT Training Room 
2 

Tues, 15 May 
2018 

4:00PM 4:30:00 
PM 

Reading time for following day N/A Touchdown Area 

 
Wed, 16 May 
2018 

8:30:00 
AM 

9:30:00 
AM 

Reading time  - Section 42 - 45 (OSH Act) N/A Touchdown Area 

Wed, 16 May 
2018 

9:30:00 
AM 

10:00AM Time with Team Manager N/A Touchdown Area 
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START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Wed, 16 May 
2018 

10:00AM 4:00PM Legislation 5 - Inspectors Powers*  Director, Legal 
Services 

Level 1 Boardroom  

Wed, 16 May 
2018 

4:00PM 4:30:00 
PM 

Reading time for following day N/A Touchdown Area 

 
Thurs, 17 May 
2018 

8:30:00 
AM 

4:30:00 
PM 

Defensive Driver Training*   Kwinana Motorplex, 
Competitors Entrance, 
Anketell Road, KWINANA (see 
attached for more 
instructions)  

 
Fri, 18 May 2018 8:30:00 

AM 
4:30:00 
PM 

Mentoring Day* Team Manager Field 
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Week 3 
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon, 21 May 
2018 

8:30:00 
AM 

9:00AM Reading Time N/A Touchdown Area 

Mon, 21 May 
2018 

9:00AM 12:00PM Hazard Identification, Risk Assessment and Risk 
Control*  

 -Team Manager - Retail & 
Service Industries 

Level 1E: Conference Room 

Mon, 21 May 
2018 

1:00PM 3:00PM Workplace Violence - Bullying  , Senior Scientific 
Officer/inspector Human Factors 

Level 1E: Conference Room 

Mon, 21 May 
2018 

3:00PM 4:30:00 
PM 

Time with Team Manager Team Manager Team Managers Office 

 
Tues, 22 May 
2018 

8:30:00 
AM 

9:00AM Reading Time N/A Touchdown Area 

Tues, 22 May 
2018 

9:00AM 12:30:00 
PM 

WISE 2 - (Part 1)* , Team Manager 
Public Sector and Related Industries and 

, Senior Inspector I&RD 

Ground Floor IT Training Room 
2 

Tues, 22 May 
2018 

1:30:00 
PM 

3:00PM Searching Legal Entities   Complaints and Licensing 
System Business Support  &  

, Senior Inspector  Investigations 

Ground Floor IT Training Room 
2 

Tues, 22 May 
2018 

3:00PM 4:00PM WISE Practice All Ground Floor IT Training Room 
2 

Tues, 22 May 
2018 

4:00PM 4:30:00 
PM 

Reading time for following day N/A Touchdown Area 

 
Wed, 23 May 
2018 

8:30:00 
AM 

9:00AM Reading Time N/A Touchdown Area 

Wed, 23 May 
2018 

9:00AM 12:30:00 
PM 

WISE 2  (Part 2)* , Team Manager 
Public Sector and Related Industries and 

, Senior Inspector I&RD 

Level 1E: Conference Room 

Wed, 23 May 
2018 

12:30:00 
PM 

1:30:00 
PM 

Lunch & Reading Time N/A Touchdown Area 
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START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Wed, 23 May 
2018 

1:30:00 
PM 

3:30:00 
PM 

Priority Inspection Report 7 - Slips Trips and Falls  , Senior Scientific 
Officer/Inspector , Human Factors and 
Ergonomics  

Level 1E: Conference Room 

Wed, 23 May 
2018 

3:30:00 
PM 

4:30PM WISE Practice/Reading time N/A Touchdown Area 

 
Thurs, 24 May 
2018 

8:30:00 
AM 

9:00AM WISE Practice/ Reading Time N/A Touchdown Area 

Thurs, 24 May 
2018 

9:00AM 11:00AM WISE 3*   - A/Director – Services 
Industry and Specialists and , 
Senior Inspector I&RD 

Level 1E: Conference Room 

Thurs, 24 May 
2018 

11:00AM 12:00PM WISE Practice N/A Touchdown Area 

Thurs, 24 May 
2018 

12:00PM 12:30PM Lunch N/A Touchdown Area 

Thurs, 24 May 
2018 

12:30PM 3:30PM Priority Inspection Report 2 – Electricity*  - Inspector – Construction Level 1E: Conference Room 

Thurs, 24 May 
2018 

3:30PM 4:30PM Time with Team Manager Team Manager N/A 

 
Fri, 25 May 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Wed, 23 May 
2018 

1:30:00 
PM 

3:30:00 
PM 

Priority Inspection Report 7 - Slips Trips and Falls  , Senior Scientific 
Officer/Inspector , Human Factors and 
Ergonomics  

Level 1E: Conference Room 

Wed, 23 May 
2018 

3:30:00 
PM 

4:30PM WISE Practice/Reading time N/A Touchdown Area 

 
Thurs, 24 May 
2018 

8:30:00 
AM 

9:00AM WISE Practice/ Reading Time N/A Touchdown Area 

Thurs, 24 May 
2018 

9:00AM 11:00AM WISE 3*   - A/Director – Services 
Industry and Specialists and , 
Senior Inspector I&RD 

Level 1E: Conference Room 

Thurs, 24 May 
2018 

11:00AM 12:00PM WISE Practice N/A Touchdown Area 

Thurs, 24 May 
2018 

12:00PM 12:30PM Lunch N/A Touchdown Area 

Thurs, 24 May 
2018 

12:30PM 3:30PM Priority Inspection Report 2 – Electricity*  - Inspector – Construction Level 1E: Conference Room 

Thurs, 24 May 
2018 

3:30PM 4:30PM Time with Team Manager Team Manager N/A 

 
Fri, 25 May 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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Week 4 
START DATE START 

TIME 
END TIME SUBJECT PRESENTER LOCATION 

Mon, 28 May 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Mon, 28 May 
2018 

9:00AM 4:30PM Notice Writing (Parts 1, 2 & 3) - Manager Investigations 
, Inspector - Public 

Sector and Related Industries 

Level 3E: Diamond Room 

 
Tues, 29 May 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Tues, 29 May 
2018 

9:00AM 4:30PM Notice Writing (Parts 4 & 5)  - Manager Investigations 
, Inspector  - Public 

Sector and Related Industries 

Level 3E: Diamond Room 

 
Wed, 30 May 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Wed, 30 May 
2018 

9:00AM 10:00AM Asbestos Hazard Management for Inspectors   - A/Director – Services 
Industry & Specialists 

Level 3E: Diamond Room 

Wed, 30 May 
2018 

10:30A
M 

12:00PM Priority Inspection Report 9 - Mobile Plant   – Senior Inspector/Engineer, 
Plant and Engineering 

Level 3E: Diamond Room 

Wed, 30 May 
2018 

12:00P
M 

12:30PM Lunch N/A N/A 

Wed, 30 May 
2018 

12:30P
M 

4:00PM Investigations 2 – Accidents*  - Director Construction, 
Regional and Primary Industries 

Level 3E: Diamond Room 

Wed, 30 May 
2018 

4:00PM 4:30PM Reading time for the following day N/A Touchdown Area 
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START DATE START 

TIME 
END TIME SUBJECT PRESENTER LOCATION 

Thurs, 31 May 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Thurs, 31 May 
2018 

9:00AM 12:30PM Photography 1 – Guidelines – Film and Digital 
Photographs* 

, Team Manager 
Public Sector and Related Industries  

Level 3E: Diamond Room 

Thurs, 31 May 
2018 

12:30P
M 

1:30PM Lunch and Reading Time N/A Touchdown Area 

Thurs, 31 May 
2018 

1:30PM 2:30PM Legislation 7 - Reviews and Exemptions    -  A/Scientific Officer &  
 – Senior Scientific 

Officer/Inspector, SI&S 

Level 3E: Diamond Room 

Thurs, 31 May 
2018 

2:30PM 4:30PM Compliance Strategy; Enforcement Policy and 
Prosecution Policy* 

  -  A/Scientific Officer &  
 – Senior Scientific Officer 

/Inspector, Occ. Hygiene & Noise Control 

Level 3E: Diamond Room 

 
Fri, 1 June 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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Week 5 
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon 4 June 2018 12:00: 12:00: Public Holiday: Western Australia Day N/A N/A 
 
Tues, 5 June 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Tues, 5 June 
2018 

9:00AM 2:00PM Legislation 8- General Duties - Contractors & other 
duty holders* 

 – Construction Team 
Manager, IR&D 

Level 1 Boardroom  

Tues, 5 June 
2018 

2:00PM 3:00PM Priority Inspection Report 8 - Safe Working at 
Heights - Theory  

 – Construction Team 
Manager, IR&D 

Level 1 Boardroom 

Tues, 5 June 
2018 

3:00PM 4:00PM Investigations 3 - Resolution of Issues  – Construction Team 
Manager, IR&D 

Level 1 Boardroom  

Tues, 5 June 
2018 

4:00PM 4:30PM Reading time for the following day N/A Touchdown Area 

 

Wed, 6 June 
2018 

9:30AM 3:30PM Priority Inspection Report 8 - Safe Working at Heights Practical Component 
 

Haz-ED Services 
1-38 Industry St, Malaga  

 

Thurs, 7 June 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Thurs, 7 June 
2018 

9:00AM 1:00PM Managing Traumatic Situations Training  
Ben Paris -  Prin. of Clinical Services , PeopleSense   

 - Director Industrial and 
Regional Directorate 

Level 1 Boardroom  

Thurs, 7 June 
2018 

1:00PM 2:00PM Lunch & Reading Time N/A N/A 

Thurs, 7 June 
2018 

2:00PM 3:30PM Investigations 5 - Proactive Investigations  – Senior Inspector/Engineer, 
Plant and Engineering 

Level 1 Boardroom  

Thurs, 7 June 
2018 

3:30PM 4:30PM Time with Team Manager Team Manager N/A 

 
Fri, 8 June 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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Week 6 
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon, 11 June 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Mon, 11 June 
2018 

9:00AM 11:00AM WISE Recap  , Manager Public 
Sector and Related Industries 

, A/Director – Services 
Industry and Specialists 

Level 1 Boardroom  

Mon, 11 June 
2018 

11:00AM 12:30PM WISE Practice N/A N/A 

Mon, 11 June 
2018 

12:30PM 1:00PM Lunch N/A N/A 

Mon, 11 June 
2018 

1:00PM 4:00PM Objective Help Session   – A/Principal Scientific 
Officer  Occ. Hygiene & Noise Control 

, A/Director – Services 
Industry and Specialists 

Ground Floor IT Training Room 
2 

Mon, 11 June 
2018 

4:00PM 4:30PM Reading time for the following day N/A Touchdown Area 

 
Tues, 12 June 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Tues, 12 June 
2018 

9:00AM 10:00AM Machine Guarding - Lock out tag out   – Inspector, Retail and 
Service Industries 

Level 1 Boardroom 

Tues, 12 June 
2018 

10:30AM 3:30PM Priority Inspection Report 5 - Manual Tasks*  – Senior 
Inspector/Scientific Officer – Human 
Factors and Ergonomics 

Level 1 Boardroom  

Tues, 12 June 
2018 

3:30PM 4:30PM Reading time for the following day N/A Touchdown Area 
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START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Wed, 13 June 
2018 

8:30AM 9:00AM Reading time N/A Touchdown Area 

Wed, 13 June 
2018 

9:00AM 10:30AM Inspector Development & Training 3 - Career 
Progression  

 and Public Sector 
and Related Industries and  

 – A/Training Coordinator 

Level 1 Boardroom  

Wed, 13 June 
2018 

10:30AM 11:00AM Break N/A  

Wed, 13 June 
2018 

11:00AM 12:00PM Provision of Information and Freedom of 
Information (FOI)  

- Director Legal 
Services and - FOI 
Coordinator, Exec. & Info Services 

Level 1 Boardroom  

Wed, 13 June 
2018 

12:00PM 1:00PM Lunch N/A N/A 

Wed, 13 June 
2018 

1:00PM 2:00PM Legislation 9 - Reporting Requirements   -  A/Scientific Officer &  
 – Senior Scientific Officer 

/Inspector, Occ. Hygiene & Noise Control 

Level 1 Boardroom  

Wed, 13 June 
2018 

2:30PM 3:30PM Legislation 10 - Penalties, Gross Negligence & 
Serious Harm 

  -  A/Scientific Officer &  
 – Senior Scientific Officer 

/Inspector, Occ. Hygiene & Noise Control 

Level 1: Boardroom  

Wed, 13 June 
2018 

3:30PM 4:30PM Reading time for the following day N/A Touchdown Area 

 
Thurs, 14 June 
2018 

8:30AM 9:00AM Reading Time N/A Touchdown Area 

Thurs, 14 June 
2018 

9:00AM 12:00PM Priority Inspection Report 4: Hazardous 
Substances  

 – A/Principal Scientific 
Officer   &  

, A/Director – Services 
Industry & Specialists 

Level 1 Boardroom  

Thurs, 14 June 
2018 

12:00PM 1:00PM Lunch and Reading time    
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START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Thurs, 14 June 
2018 

1:00PM 4:00PM Investigations 4 - Health Surveillance   – A/Principal Scientific 
Officer  Occ. Hygiene & Noise Control 

, A/Director – Services 
Industry & Specialists 

Level 1 Boardroom 

Thurs, 14 June 
2018 

4:00PM 4:30PM Reading time for the following day N/A Touchdown Area 

 
Fri, 15 June 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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Week 7  
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon, 18 June 
2018 

8:30AM 9:00AM Reading Time N/A Touchdown Area 

Mon, 18 June 
2018 

9:00AM 10:00A
M 

CCC Awareness Presentation  – Commissioner, Safety 
Regulation 

Level 1 Boardroom  

Mon, 18 June 
2018 

10:00A
M 

10:30A
M 

Use of ANZSIC Codes   – Inspector, Retail and 
Service Industries 

Level 1 Boardroom  

Mon, 18 June 
2018 

10:30A
M 

11:00A
M 

Break N/A N/A 

Mon, 18 June 
2018 

11:00A
M 

12:30P
M 

Quality Investigations Policy , Manager Public 
Sector and Related Industries 

Level 1 Boardroom  

Mon, 18 June 
2018 

12:30P
M 

1:30PM Lunch N/A N/A 

Mon, 18 June 
2018 

1:30PM 2:30PM Inspector Development & Training - End of Program 
Feedback  

- A/Training Coordinator Level 1 Boardroom  

Mon, 18 June 
2018 

2:30PM 4:00PM Aggression towards Inspectors during visits   -  Inspector, Investigations Level 1 Conference Room  

 
Tues, 19 June 
2018 

8:30AM 4:30PM To Be Advised  Team Manager MBB 

 
Wed, 20 June 
2018 

8:30AM 4:30PM To Be Advised  Team Manager MBB 

 
Thurs, 21 June 
2018 

8:30AM 4:30PM To Be Advised  Team Manager MBB 

 

Fri, 22 June 2018 8:30AM 4:30PM Mentoring Day Team Manager Field 
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Week 8 
START DATE START 

TIME 
END 
TIME 

SUBJECT PRESENTER LOCATION 

Mon, 25 June 
2018 

9:00AM 4:30PM Provide First Aid training  St John Ambulance 197 Main Street ( Cnr Federal 
St) OSBORNE PARK 

 
Tues, 26 June 
2018 

9:00AM 4:30PM Provide First Aid training  St John Ambulance 197 Main Street ( Cnr Federal 
St) OSBORNE PARK 

 
Post Introductory Training 
 
Mon, 16 July 
2018 

8:00AM 5:00PM Manage conflict through negotiation (CPPSEC3002A) 
training  

Paragon Training Level 1: Conference Room  

 
 
TBA : 6- 8 August - Certificate IV in Government Investigations  
 
* Morning/Afternoon tea break and lunch times will be will be advised by presenter/facilitator.  
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Skills Development Program 
SESSION NAME PRESENTER 

Air Receivers training  Plant and Engineering Inspector 

Armed Robbery Training  WAPOL  

Asbestos Management in the Workplace Team Manager  

Avoiding Mistakes During Investigations (legal training) Solicitor  

Bullying and other Hazardous Workplace Behaviour Human Factors and Ergonomics Inspector 

Chain of Responsibility Legislation training  Main Roads Western Australia 

Chasing Saws Occupational Hygiene and Noise Control Inspector 

Coaching Skills  PeopleSense 

Coaching Skills for Managers training  Integral Development 

Confined Spaces Supervisor Safety and Rescue 

Crane Training  Plant and Engineering Inspector 

Dangerous Goods  Chemsafe 

Defensive Driver Drive Safe Australia 
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SESSION NAME PRESENTER 

Dogging Training IFAP or external presenter 

Electrical Identification Construction Inspector  

Elevated Working Platform STP Training  

Evidence 1 - Statements and Interviews Solicitor  

Evidence 4 - Investigation Management  Manager Investigations  

Evidence 7 - Fatality Investigation Reports and Processes Solicitor 

Excavation & Earthworks  Construction Inspector 

Fatigue Incident Investigation  Human Factors and Ergonomics Inspector 

Fitness to Work  Human Factors and Ergonomics Inspector  

Forklift Training IFAP or external presenter 

Frontline Forensic Investigation Training  WAPOL  

Globally Harmonised System (GHS) of chemical classification and labelling  Occupational Hygiene and Noise Control Inspector 

Guarding Training Industrial Inspector 

Industrial and Scientific Photography training  PhotoCoffee 
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SESSION NAME PRESENTER 

Industries – Tree Services Manager Investigations 

Industry Specific Manual Tasks Talk - Transport Team Human Factors and Ergonomics Inspector 

Laws to Manage Driver Fatigue  Industrial Inspector 

Mandatory Legal Training Solicitor 

Mental Health Session for employees  Davidson Trehaire Corpsych 

Mobile Plant training Plant and Engineering Inspector 

Notice Writing - Refresher session Manager Investigations 

Objective Help  Team Manager 

Objective Online training  DMIRS I.T. 

Objective Refresher training  Team Manager 

Order Picker Training Course Experts 

Photography 1 Team Manager 

Plant Safety Session  Plant and Engineering Inspector  

Practicable Noise Control Occupational Hygiene and Noise Control Inspector  
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SESSION NAME PRESENTER 

Project Management (Getting Started with Project Management) IPAA 

Provide First Aid  St John Ambulance  

Spray Painting training  Senior Inspector 

Styrene, Isocyanides and Carbon Monoxide A/Director Service Industries and Specialist 

Synthetic Mineral Fibres & Environmental Tobacco Smoke A/Director Service Industries and Specialist 

Thermal Comfort & Heat Stress  Human Factors and Ergonomics Inspector  

Time Management  IPAA 

Traffic Management at Roadworks Inspector 

Verbal Judo Paragon  

WISE Enhancement Team Manager 

Working with Trucks - Load Restraint, Hazards, Risks Industrial Inspector 

 









Government of Western Australia
Department of Commerce

Corporate Services

lnternal Memorandum
Tel: 5948 Fax:

TO: 
FROM: 

SUBJECT: CAREER PROGRESSION SYSTEM . WORKSAFE INSPEGTORS

DATE: 19 November 2013 Ref: WS087812007

On 4 September 2012 you approved amendments to the career progression system

forWorkSafe Inspectors to progress from Level4 to Level 5.

That career progression system also included a commitment to develop progression

from Level 5 to Level 6.

The Executive Director Worksafe has now reached consensus with the lnspectors

and the Elected Delegates Committee and the Executive Director is seeking your li
approval of the addition of progression from Level 5to Level 6 as detailed in the .i1
attached lnspector lnformation Handbook.

The key features of the new system are:

. lnspector has been at Level 5 for a period of 12 months i

. Satisfactory performance at Level 5

. Diploma in OHS or other approved equivalent qualification

. Diploma in Government (Workplace lnspections) through twenty tasks.

. lnspectors can demonstrate capability and impact on OSH outcomes across

the four criteria of:
1. lnvestigation and Enforcement
2. lnfluence
3, Technical Expertise
4. Teamwork, Mentoring and Coaching

,,\ i (l, l i,,i ll / ()
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The Executive Director WorkSafe is also seeking to modify the existing delegation, to

reclassify lnspectors from Level 5 to Level 6, in accordance with the career

progression system.

RECOMMENDATION

That you:

1. approve the new career progression system from Level 5 to 6 as set out in the

lnspector lnformation Handbooks dated 5 April 2013 Version 2; and

2. sign the attached instrument of delegation.

rces

n
NOTED APPROVEDAPP

, Director Gene

lq. l\ )",1 r,3

Director Human Reso



-J-

PUBLIC SECIOR MANAGEMENT ACT 1994

DELEGATION

In accordance with the Section 33 of the Public Seclor Management Act 7994 (PSM
Act), I delegate to the Executive Director, WorkSafe Division, pursuant to section
29(1Xh) and section 36(1)(c) of the PSM Act, the power to classify or alter the
classification of offices designated WorkSafe lnspector, from Level 4 to Level 5, and
from Level 5 to Level 6, and to approve the reclassification of the substantive
occupant of such offices.

Dated thi, ltq day of November 2013

DIRECTOR GENERAL

DEPARTMENT OF COM ERCE
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Overview 
This Team Manager Information Handbook is designed to assist Team Managers with 
the Career Progression system.  The Career Progression system is a pathway for: 
• Level 4 inspectors to advance to Level 5; 
• Level 5 inspectors to advance to Level 6; and 
• Specified calling inspectors to advance from Level 1 to 2 and from Level 2 to 3. 
 
Advancement from one level to the next is based on demonstration of certain 
capabilities as well as the achievement and positive impact on Occupational Safety 
and Health (OSH) outcomes.  As a Team Manager, you have an important role to play 
in the implementation of WorkSafe’s Career Progression system. 
 
This Handbook provides information about the Career Progression system and the role 
and responsibilities of the Team Manager and the Assessment Panel – Career 
Progression (the Panel).  Attachments 1 and 2 provide conditions and required evidence 
for Career Progression to each level.  Attachment 5 describes attributes of inspectors in 
senior positions (i.e. Level 6 and specified calling Level 3).  For further information about 
the process, refer to the Inspector Information Handbooks for each level. 
 
Career Progression system 4-5 
The Career Progression 4-5 system focuses on four tasks inspectors undertake in the 
first 12 months of employment as a WorkSafe inspector.  These tasks form part of 23 
tasks that are mapped to the PSP50116 Diploma of Government (Workplace 
Inspection). Attachment 1 provides an overview of the required four tasks.  Inspectors 
also need to demonstrate that they meet the job related requirements in the Job 
Description Form for Level 5. 
 
Inspectors receive a lever arch file in which they must file their evidence.  This file will 
become their Portfolio of Evidence. To apply for a Level 5 position, inspectors prepare 
and submit their Portfolio of Evidence.  The Portfolio must include an application letter, 
certified copies of OHS/WHS qualifications (if any), PRD forms, operational statistics, 
and the evidence requirements for the four tasks performed by inspectors in the course 
of their duties.  These tasks can be performed in a variety of situations and context. 
 
A Task guide is located in the Portfolio of Evidence behind each numbered tab. It is 
important inspectors and Team Managers read the Task guides as they describe the 
type/s and quantity of evidence required to support the inspector’s claim of 
competence prior to submission of their Portfolio of Evidence for formal assessment by 
the Assessment Panel – Career Progression. 
 
It is the role of the inspector to ensure they gather the evidence for each task, and that 
they meet the job related requirements before applying for progression to Level 5.  
You play a significant role in supporting the inspector by creating opportunities for the 
inspector to gather the required evidence. 
 
Once inspectors progress to Level 5, they must work through the remaining 19 tasks as 
part of the Performance Review and Development system at Level 5.  On completion of 
the tasks, inspectors must submit their Portfolio of Evidence for assessment to obtain 
the Diploma of Government (Workplace Inspection).  Background information about the 
Diploma of Government (Workplace Inspection) is provided in the Background 
Information Diploma of Government (Workplace Inspection) booklet. 
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Career Progression system 5-6 
 
The Career Progression 5-6 system is a pathway for inspectors to progress from Level 5 
to Level 6 based on demonstration of certain capabilities as well as the achievement 
and positive impact on Occupational Safety and Health (OSH) Outcomes.  Unlike 
progression through Levels 4-5, the nature of the evidence has not been specified. 
 
For career progression from Level 5 to Level 6, inspectors need to demonstrate 
capability and impact on OSH outcomes across the following four criteria: 
1. Investigation and enforcement 
2. Influence 
3. Technical expertise – general inspector 
4. Teamwork, mentoring and coaching 
 
Attachment 2 details the various levels of capability and impact for each of the above 
criteria.  Each level of capability and impact is assigned a number of points.  
To progress from Level 5 to Level 6, inspectors need to demonstrate a consistent and 
ongoing level of capability and impact across the four criteria that equates to eleven 
(11) points as follows:.   
 

Level Change Requirement 

General Inspector 
Level 5 to General 
Inspector Level 6 

Minimum of 11 points in total including a minimum of 3 
points from Investigation and Enforcement.  

The remaining eight (8) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria.  

The points attained for each level within a criterion do not accumulate.  
 
To apply for progression from Level 5 to Level 6, inspectors must prepare and submit 
a Portfolio of Evidence.  The Portfolio includes an application letter and evidence of 
the capability and impact by the inspector for each of the criteria.  The capability and 
impact can be demonstrated in a variety of situations and contexts.  In the application, 
inspectors need to demonstrate that they meet the job related requirements in the Job 
Description Form for Level 6. 
 
Details in Attachment 2 will help inspectors and Team Managers determine the type/s 
and quantity of evidence required to support their claim of competence prior to 
submission of the Portfolio for formal assessment by the Assessment Panel – Career 
Progression. 
 
It is the role of the inspector to ensure they gather the specified evidence for each 
criterion and that they meet the job related requirements before applying for 
progression from Level 5 to Level 6.  The Team Manager plays a significant role in 
supporting the inspector by creating a learning environment and where practicable, 
providing the inspector with opportunities to undertake assignments that enable 
demonstration of the requisite capabilities and impact. 
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Career Progression Specified Calling 
 
The Career Progression system is a pathway for specified calling inspectors to 
advance from one level to the next, based on demonstration of certain capabilities as 
well as the achievement and positive impact on Occupational Safety and Health 
(OSH) Outcomes. Unlike progression through Levels 4-5, the nature of the evidence 
has not been specified. 
 
For career progression within specified calling, inspectors need to demonstrate 
capability and impact on OSH outcomes across the following four criteria: 
1. Investigation and enforcement 
2. Influence 
3. Technical expertise – specified calling 
4. Teamwork, mentoring and coaching 
 
Attachment 3 details the various levels of capability and impact for each of the above 
criteria.  Each level of capability and impact is assigned a number of points.  
To progress, inspectors need to demonstrate a consistent and ongoing level of 
capability and impact across the four criteria that equate to the accumulation of points 
as follows: 
 

Level Change Requirement 

Specified Calling 1 
to Specified 
Calling 2 

Minimum of 8 points in total including a minimum of 2 
points from Technical Expertise. 
The remaining six (6) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria.   

Specified Calling 2 
to Specified 
Calling 3 

Minimum of 11 points in total including a minimum of 3 
points from Technical Expertise. 
The remaining eight (8) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria. 

The points attained for each level within a criterion do not accumulate.  
 
To apply for progression to the next level, inspectors must prepare and submit a Portfolio 
of Evidence.  The Portfolio includes an application letter and the evidence of the capability 
and impact by the inspector for each of the criteria.  The capability and impact can be 
demonstrated in a variety of situations and contexts.  In the application, inspectors need to 
demonstrate that they meet the job related requirements in the Job Description Form. 
 
Details in Attachment 3 will help inspectors and Team Managers determine the type/s 
and quantity of evidence required to support their claim of competence prior to 
submission of the Portfolio for formal assessment by the Assessment Panel – Career 
Progression. 
 
It is the role of the inspector to ensure they gather the evidence for each criterion and 
that they meet the job related requirements before applying for progression to the next 
level.  The Team Manager plays a significant role in assisting the inspector in the 
gathering of evidence and in creating a learning environment. 
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Your role and responsibilities 
 
As a Team Manager you play a significant role in supporting inspectors by: 
• creating a learning environment; 
• assisting the inspector through the evidence gathering process; 
• with the inspector, planning appropriate development activities and opportunities 

to enable them to attain and demonstrate the required level of capability and 
impact, during informal meetings and Performance Review and Development 
meetings; 

• providing feedback on the evidence gathered; and 
• where practicable, providing the inspector with opportunities to undertake tasks or 

assignments that enable inspectors to gather the required evidence. 
 
An example of a Team Manager Sign-Off form for Career Progression 5-6 and 
Specified Calling 1-2 and 2-3 is provided in Attachment 6.  The purpose of this Sign-
Off form is to verify that the evidence the inspector has collected to submit for 
assessment is their own work and that it is indicative of their general performance.  
This means that the evidence supplied by the inspector is an example of the usual 
work the inspector produces independently and that it is not a one-off example.  
Unless stated otherwise, the work examples have been carried out by the inspector 
with no or limited supervision. 
 
The Team Manager Sign-Off form for Career Progression 4-5 is included in the 
Portfolio of Evidence behind Tab 4.  As this Sign-Off form is part of signing off tasks 
for the Diploma of Government (Workplace Inspection), the Team Manager must 
verify that the evidence submitted for the required tasks is the work of the inspector, 
that it is of sufficient quantity and quality and that it is indicative of the inspector’s 
general level of performance. 
 
It is the responsibility of the inspector to take the initiative, to identify the work that 
demonstrates the requirements of the criteria, and to prepare their submission. 
 
It is essential that you discuss the expectations and progress during Performance 
Review and Development meetings and informal meetings with the inspector. 
 
When assessing the evidence submitted for Career Progression, you need to ensure 
that the inspector has demonstrated: 
• the ability to analyse and plan approaches to technical problems; 
• the ability to evaluate information for research purposes; 
• a broad knowledge base incorporating theoretical concepts, with substantial 

depth in some areas; 
• the ability to transfer and apply theoretical concepts and technical skills to a 

range of situations; and 
• the capacity to take responsibility for their outputs. 
 
The examples submitted as evidence for assessment should clearly demonstrate 
the work that was done by the inspector and the outcomes achieved.  
 
The evidence supplied by the inspector in support of their claims of competence 
against a criteria, MUST draw on experiences they have had personally and of which 
you as their supervisor are aware.  That is why inspectors should be encouraged to 



 
 

 

Team Manager Information Handbook – Career Progression Page 5 of 18 
Author: Career Progression Taskforce Last Revised:  08/03/2017 version 4 
WS0878/2007/Career Progression Internal Use Only 
   

have criteria signed off as they complete them rather than waiting until they have 
collected all the evidence required for all criteria. 
 
Should the inspector change Team Managers during the course of the development of 
their portfolio, it is the responsibility of the inspector to have the outgoing Team 
Manager sign or initial the evidence that they have collected to date against a 
particular criteria.  The Assessment Panel – Career Progression will accept this as 
proof that the outgoing Team Manager verifies the evidence as being genuine. 
 
Outputs and outcomes 
 
The required evidence for Career Progression must focus on outcomes, while also 
providing evidence of the means (outputs) by which the outcomes are achieved. 
 
Outcomes are the effects, consequence and/or results of the delivery of outputs. 
These are to be aligned with WorkSafe’s strategic directions.   
 
Outputs are services provided by WorkSafe through for instance workplace visits, 
investigations and projects.  Outputs can never be outcomes. They are the means by 
which outcomes are achieved.  Outputs are described in terms of what they are, not 
what they are intended to achieve. 
 
On occasion, an inspector may achieve outputs but their outcomes remain unrealised.  
Where outputs were of quality and in line with management directions, they may be 
accredited with the points for the level of output produced. 
 
Where outcomes/outputs are achieved as part of a team or while working under 
supervision, the evidence must specify what the contribution of the inspector was and 
what the inspector has delivered towards the outputs/outcomes.  In those 
circumstances the inspector must provide supporting evidence in relation to their role 
and the level of supervision. 
 
Assessment Panel – Career Progression 
 
Once the inspector has completed the requirements for progression to the next level, 
the inspector prepares a Portfolio of Evidence for submission to the Assessment 
Panel – Career Progression.   
 
It is the role of the Panel to: 
• review the application for Career Progression to the next level, the submitted 

evidence and the information provided during interviews; 
• make an assessment whether or not the inspector meets the requirements to 

progress to the next level; and 
• make a recommendation to the Executive Director whether or not the inspector 

should progress to the next level. 
 
The membership of Panel will be determined by the Executive Director WorkSafe.  
The Panel consists of three Directors, a representative nominated by the Director 
Human Resources and the Training Coordinator, Inspector Development and 
Training.  For applications to progress to specified calling Level 3, or to a general 
inspector Level 6, there will be one panel member who holds a senior management 
position from a Government Agency outside WorkSafe and who is experienced in 
investigatory and regulatory activity. 
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If the application does not meet the requirements to progress, the Panel will then 
decide whether minor or major additional evidence is required. If the additional 
evidence required is deemed minor, the inspector will be asked to provide the 
additional evidence to the panel before a final decision is made.  The Panel will advise 
the inspector of the timeframe they have to submit this evidence. 
 
If the additional evidence required is deemed major, the inspector will be advised 
accordingly. In this case, the inspector needs to resubmit their application. 
 
Further information about the review of a decision made by the Team Manager and the 
Assessment Panel – Career Progression is provided in the Inspector Information Handbook 
Career Progression Level 5-6 and in the Inspector Information Handbook Specified Calling.
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Attachment 1: Tasks for Career Progression to Level 5 
 
CAREER PROGRESSION FORM LEVEL 4 TO 5 
 
Conditions 
• Inspector has been at Level 4 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 4 
• Certificate IV in OHS/WHS or Diploma in OHS/WHS or higher OHS qualification or 

equivalent relevant experience. 
 
Required tasks 
Before submitting your Portfolio of Evidence for Career Progression to level 5, ensure the 
following evidence and tasks are included in your Portfolio: 
• Tab 2: Certified copies of your qualifications in OHS/WHS (if any). 
• Tab 3: Performance Review and Development forms of the last 12 months and your 

Operational Statistics from the date you have obtained your unconditional Certificate of 
Appointment and of the last 12 months prior to this application. 

 
Task 1 Undertake induction and coaching 
• Task 1.1 - A copy of the Induction Curriculum.  (Inspector Development and Training will 

be able to provide this). 
• Task 1.2 - A copy of your completed Inspector Development Coaching form or equivalent. 
• Task 1.3 - A copy of the Certificate of Completion of the Accountable and ethical decision 

making online training. 
• Task 1.4 - Details of eight (8) workplace visits that you have attended as part of your 

coaching program, whilst holding a conditional Certificate of Appointment.  
Details must include:  
o copies of WISE investigations; 
o copies of your contemporaneous notes (for example, from your notebook, diary and 

industry checklist); and 
o notes of your debrief with your coach after each visit. 

Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy 

 
Task 2 Issue improvement notices and give verbal directions 
• Task 2.1 - Twelve (12) Improvement notices, relating to twelve (12) different 

breaches/issues. 
• Task 2.2 - Three (3) verbal directions recorded in WISE that were rectified during an 

inspection while you were at the workplace.  In WISE, the verbal direction is recorded as 
follows: Activity Type: Visit/Inspection and Action Type: Gave Verbal Direction(s). 

 
Task 3 Take contemporaneous notes 
• Task 3.1 - Information recorded by you in your inspector notebook/diary and/or industry 

checklist relating to six (6) workplace visits that you have conducted after you have been 
issued with your unconditional Certificate of Appointment pursuant to section 42 of the 
Occupational Safety and Health Act 1984.   
Details MUST include:  
o date, entry and departure times; 
o name of the workplace/legal entity; 
o address of the workplace; 
o name/s of person/s spoken to on site; 
o outcome of discussion/s with person/s spoken to; 
o issues identified on site (notes, verbal directions); 
o any advice given to the person including reference to various Codes of Practice or 

other guidance material; and 
o where relevant any follow up action to be undertaken by the inspector. 
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Task 4 Conduct investigations after obtaining your unconditional Certificate of 
Appointment 
• Task 4.1 - Ten (10) completed investigations recorded in WISE.   Each investigation must 

have been conducted after obtaining your unconditional Certificate of Appointment.   
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 

• Task 4.2 - Copies of at least 20 (twenty) business cards obtained from workplaces you 
have visited.  Each business card should show the name and job title of the person you 
have dealt with. 
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Attachment 2: Criteria for Career Progression to Level 6 
 

1. Investigation and Enforcement 

Criterion 1: This criterion shows the increase in the level of capability required to achieve 
Occupational Safety and Health (OSH) outcomes, as the complexity* of the investigation and 
enforcement factors increase. 
 
The inspector will effectively apply investigation and enforcement capabilities to positively impact 
OSH outcomes. Inspectors will be able to demonstrate: 
• production of quality investigation reports; 
• gathering of quality evidence that addresses all elements; 
• ability to enforce the Act/Regulations; and 
• an astute investigatory and problem solving approach. 
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will also demonstrate: 
• quality presentations of evidence in environments of moderate complexity; or 
• effective investigations to identify and develop workplace/industry or hazard-based 

solutions. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity the inspector will further demonstrate: 
• quality presentations of evidence in the relevant court or tribunal; or 
• development of approaches to systemic OSH problems;  

and 
• effective investigations that are expected to result in prosecution; or 
• effective investigations to identify issue(s) and develop workplace/ industry or hazard-

based solutions;  
and 

• a strategic approach to investigations and enforcement. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
investigation and enforcement capability, the inspector also: 
• is sought out by a broad range of industry or regulatory stakeholders to advise on, or 

assist with investigation and enforcement activities.  Through these investigation and 
enforcement activities, the inspector achieves advances in OSH outcomes. 

 

4 pts 

 

                                            
* See notes on complexity in Attachment 4 on page 17. 
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2. Influence 

Criterion 2: This criterion shows the increase in the level of influence required to achieve 
Occupational Safety and Health (OSH) outcomes as the complexity* of the interpersonal 
dynamics, intergroup dynamics, relationship management, change management, and/or politics 
increase.  
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 

In environments of low complexity, the inspector will effectively apply interpersonal skills 
with stakeholders in a manner that enables: 
• the execution of routine inspection activities; and 
• the provision of advice to stakeholders. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact on OSH outcomes. Examples may include: 
• influencing of various levels of managers; and 
• influencing stakeholder associations such as unions, professional associations or 

industry bodies, in a context that is deemed moderately complex; and 
• with only broad direction, working with other agencies and having the required 

influence. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact strategically on OSH outcomes. Examples may include: 
• influencing stakeholder associations such as unions, professional associations or industry 

bodies, in a context that is deemed highly complex; and 
• building and maintaining industry engagement; and 
• without direction, working with other agencies and having the required influence. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
influence capability, the inspector also: 
•  is sought out by a broad range of stakeholders to participate in various industry or 

government forums, and through these forums, achieves advances in OSH outcomes; 
and 

• influences multiple stakeholder associations such as unions or industry bodies, in a 
context that is deemed highly complex. 

 

4 pts 

 
 

                                            
* See notes on complexity in Attachment 4 on page 17. 
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3. Technical Expertise – General Inspector 

Criterion 3: This criterion shows the progression in the level of technical expertise required, as 
evidenced by peer or external recognition, to deliver increasing impact in Occupational Safety and 
Health (OSH). This criterion requires a demonstrated commitment to individual professional learning 
and development. 
Level A.  The inspector will demonstrate the requirements in the criterion above by having 
professional credibility with colleagues in his/her project/work teams and a commitment to 
his/her own learning and development. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates they are regarded by internal and external colleagues and stakeholders in 

their project(s) or equivalent as a value-adding inspector capable of undertaking 
inspection activities independently; and 

• demonstrates progress in his/her own relevant learning and development activities; and 
• demonstrates capacity to effectively translate technical information of a moderately 

complex nature into a form suitable for utilisation in policy and/or education application. 
 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above.   

At the higher level, the inspector: 
• holds a Diploma in Government (Workplace Inspection) through 23 tasks; and 
• holds a Diploma or equivalent qualification in OSH or holds an approved* equivalent 

qualification relevant to the role; and 
• is regarded by internal colleagues and, external clients and stakeholders of WorkSafe, 

as a subject matter expert (SME) in one or more topics relevant to WorkSafe; and 
• demonstrates willingness and ability to develop expertise in a technical area relevant to 

WorkSafe, such that he/she is regarded as a SME in this newly developed area; and 
• demonstrates capacity to effectively translate technical information of a highly complex 

nature into a form suitable for utilisation in policy and/or education application; and 
• without direction, consistently executes duties in a manner that aligns with the strategic 

focus of WorkSafe; and 
• demonstrates learning and development activities to maintain contemporary knowledge 

and skills. 
 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level.  

At the higher level, the inspector: 
• holds a degree or equivalent qualification in OSH, or in another area of demonstrable 

value to their role in WorkSafe; and 
• is regarded by internal and external colleagues and stakeholders of WorkSafe as a SME 

in a broad range of topics relevant to WorkSafe or due to his/her professional expertise, is 
sought out by a wide range of industries for their professional expertise; and  

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

4 pts 

 
 
 
*The WorkSafe Commissioner will assess whether the qualification is approved. 



 
 

 

Team Manager Information Handbook – Career Progression Page 12 of 18 
Author: Career Progression Taskforce Last Revised:  08/03/2017 version 4 
WS0878/2007/Career Progression Internal Use Only 
   

4. Teamwork, Mentoring and Coaching 

Criterion 4: This criterion recognises the value to WorkSafe of those staff who utilise their time in the 
effective development of other WorkSafe officers. 

This criterion shows the level of progression in team and mentoring/coaching skills.  All employees 
are expected to work effectively in all teams in which they are a member.  This includes the team of 
WorkSafe.  A description of an effective team member is described under Level A below. 
Level A.  The inspector will demonstrate the requirements in the criterion above.   

The inspector:  
• aligns all activities with WorkSafe’s strategic direction; 
• is open, communicative and cooperative in providing information/knowledge to others 
• is receptive to, and acts on mentoring that is provided to them.  Contributes ideas of 

value. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates consistent sharing of professional expertise and departmental knowledge; 

and 
• demonstrates sound understanding of self and individual differences.  

Is supportive of other people in their ideas and thoughts.  Delivers and accepts critique 
professionally; and 

• for information/knowledge skills considered routine, is recognised by his/her colleagues 
within his/her team/project as being a willing and effective coach and mentor.  This 
will be demonstrated by evidence that his/her personal mentoring and coaching has 
been a factor in the professional development of a number of staff. 

 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered moderately complex, is also recognised by 

their colleagues across his/her directorate or equivalent as being a willing and 
effective coach and mentor.  This will be demonstrated by evidence that his/her 
personal mentoring and coaching has been a factor in the professional development of 
a number of staff across the directorate. 

 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered highly complex, is also regularly sought out 

by their colleagues from across WorkSafe to provide coaching and mentoring.   
This will be demonstrated by evidence that his/her personal mentoring and coaching 
has been a factor in the professional development of a number of staff from across 
WorkSafe. 

 

4 pts 
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Attachment 3: Criteria for Career Progression Specified Calling 
 

1. Investigation and Enforcement 

Criterion 1: This criterion shows the increase in the level of capability required to achieve 
Occupational Safety and Health (OSH) outcomes, as the complexity* of the investigation and 
enforcement factors increase. 
 
The inspector will effectively apply investigation and enforcement capabilities to positively impact 
OSH outcomes. Inspectors will be able to demonstrate: 
• production of quality investigation reports; 
• gathering of quality evidence that addresses all elements; 
• ability to enforce the Act/Regulations; and 
• an astute investigatory and problem solving approach. 
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will also demonstrate: 
• quality presentations of evidence in environments of moderate complexity; or 
• effective investigations to identify and develop workplace/industry or hazard-based 

solutions. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity the inspector will further demonstrate: 
• quality presentations of evidence in the relevant court or tribunal; or 
• development of approaches to systemic OSH problems;  

and 
• effective investigations that are expected to result in prosecution; or 
• effective investigations to identify issue(s) and develop workplace/ industry or hazard-

based solutions;  
and 

• a strategic approach to investigations and enforcement. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
investigation and enforcement capability, the inspector also: 
• is sought out by a broad range of industry or regulatory stakeholders to advise on, or 

assist with investigation and enforcement activities.  Through these investigation and 
enforcement activities, the inspector achieves advances in OSH outcomes. 

 

4 pts 

 

                                            
* See notes on complexity in Attachment 4 on page 17. 
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2. Influence 

Criterion 2: This criterion shows the increase in level of influence required to achieve Occupational 
Safety and Health (OSH) outcomes as the complexity* of the interpersonal dynamics, intergroup 
dynamics, relationship management, change management, and/or politics increase.  
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 

In environments of low complexity, the inspector will effectively apply interpersonal skills 
with stakeholders in a manner that enables: 
• the execution of routine inspection activities; and 
• the provision of advice to stakeholders. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact on OSH outcomes. Examples may include: 
• influencing of various levels of managers; and 
• influencing stakeholder associations such as unions, professional associations or 

industry bodies, in a context that is deemed moderately complex; and 
• with only broad direction, working with other agencies and having the required 

influence. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact strategically on OSH outcomes. Examples may include: 
• influencing stakeholder associations such as unions, professional associations or industry 

bodies, in a context that is deemed highly complex; and 
• building and maintaining industry engagement; and 
• without direction, working with other agencies and having the required influence. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
influence capability, the inspector also: 
•  is sought out by a broad range of stakeholders to participate in various industry or 

government forums, and through these forums, achieves advances in OSH outcomes; 
and 

• influences multiple stakeholder associations such as unions or industry bodies, in a 
context that is deemed highly complex. 

 

4 pts 

                                            
* See notes on complexity in Attachment 4 on page 17. 
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3. Technical Expertise – Specified Calling 

Criterion 3: This criterion shows the progression in the level of technical expertise required, as 
evidenced by peer or external recognition, to deliver increasing impact in Occupational Safety and 
Health (OSH). This criterion requires a demonstrated commitment to individual professional learning 
and development. 
Level A.  The inspector will demonstrate the requirements in the criterion above by having 
professional credibility with colleagues in his/her work team and a commitment to his/her 
own learning and development. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates they are regarded by internal and external colleagues and stakeholders as a 

value-adding inspector capable of undertaking inspection activities independently; and 
• demonstrates progress in his/her own relevant learning and development activities; and 
• demonstrates capacity to effectively translate technical information of a moderately 

complex nature into a form suitable for utilisation in policy and/or education application. 
 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• is regarded by internal colleagues and, external clients and stakeholders of WorkSafe, 

as a subject matter expert (SME) in relation to his/her specified calling area; and 
• demonstrates willingness and ability to develop expertise in emerging issues relevant to 

WorkSafe within his/her specified calling area, such that he/she is regarded as a SME in 
these emerging issues; and 

• demonstrates capacity to effectively translate technical information of a highly complex 
nature into a form suitable for utilisation in policy and/or education application; and 

• without direction, consistently executes duties in a manner that aligns with the strategic 
focus of WorkSafe; and 

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

 

3 pts 

Level D.  In addition to the elements in Level A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 

At the higher level, the inspector:  
• holds or can demonstrate active progress towards a postgraduate qualification in area 

of value to their role at WorkSafe; and 
• is regarded by internal and external colleagues and stakeholders of WorkSafe as a 

subject matter expert (SME) in a broad range of topics relevant to WorkSafe and his/her 
specified calling area or due to his/her professional expertise, is sought out by a wide 
range of industries for their professional expertise; and 

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

 

4 pts 
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4. Teamwork, Mentoring and Coaching 

Criterion 4: This criterion recognises the value to WorkSafe of those staff who utilise their time in the 
effective development of other WorkSafe officers. 

This criterion shows the level of progression in team and mentoring/coaching skills.  All employees 
are expected to work effectively in all teams in which they are a member.  This includes the team of 
WorkSafe.  A description of an effective team member is described under Level A below. 
Level A.  The inspector will demonstrate the requirements in the criterion above.   

The inspector:  
• aligns all activities with WorkSafe’s strategic direction; 
• is open, communicative and cooperative in providing information/knowledge to others 
• is receptive to, and acts on mentoring that is provided to them.  Contributes ideas of 

value. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates consistent sharing of professional expertise and departmental knowledge; 

and 
• demonstrates sound understanding of self and individual differences.  

Is supportive of other people in their ideas and thoughts.  Delivers and accepts critique 
professionally; and 

• for information/knowledge skills considered routine, is recognised by his/her colleagues 
within his/her team/project as being a willing and effective coach and mentor.  This 
will be demonstrated by evidence that his/her personal mentoring and coaching has 
been a factor in the professional development of a number of staff. 

 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered moderately complex, is also recognised by 

their colleagues across his/her directorate or equivalent as being a willing and 
effective coach and mentor.  This will be demonstrated by evidence that his/her 
personal mentoring and coaching has been a factor in the professional development of 
a number of staff across the directorate. 

 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered highly complex, is also regularly sought out 

by their colleagues from across WorkSafe to provide coaching and mentoring.   
This will be demonstrated by evidence that his/her personal mentoring and coaching 
has been a factor in the professional development of a number of staff from across 
WorkSafe. 

 

4 pts 
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Attachment 4: Notes on complexity 
 
The factors that increase the complexity of the inspector work environment includes, 
but is not limited to: 
 
• Existence of several duty holders. 

• When an incident/injury is over time, e.g. back injuries. 

• Level of legal representation. 

• Evidence is technically complex, e.g.: 

o Hardware and systems 

o Engineering systems 

o Chemical issues 

o Robotics 

• Delay between the incident and investigation. 

• Cross cultural issues. 

• Organisational dynamics. 

• Organisational culture. 

• Lack of co-operation of stakeholders. 

• Work and non-work factor interacting, e.g. health. 

• Injury to non-workers. 

• Dynamics with stakeholders. 
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Attachment 5: Attributes of inspectors in senior positions (i.e. L6 or SC L3)*) 
Strategic focus 
• Connect to strategic approach 
• Connection with where WorkSafe is going as an organisation  
• Judgment in boundary of WorkSafe role 
Self-management 
• Is a high achiever 
• Is self-motivated 
• Is highly productive 
• Has efficient time management skills 
• Has high integrity and ethical conduct behaviour 
• Is persistent 
• Needs only to be told once 
• Has a practical approach 
• Is a fast learner 
Investigation and enforcement 
• Produces quality investigation reports and briefs of evidence 
• For more complex matters, produces good quality evidence, that addresses all elements 
• Plans work so that reactive and proactive work is thorough and completed within agreed timeframes 
• Conducts inspections that lead to improved safety and health in workplaces in highly complex situations 
• Inspires employers and workers to ensure workplaces are safe through partnership, education and enforcement 
• Influences employers to voluntarily comply and implement safety management systems/systemic solutions 
• Has good verbal and written communication skills 
• Is a competent inspector/investigator 
• Is fair-minded 
• Has ability to accurately enforce the Act/Regulations 
• Appreciates what constitutes elements/evidence 
• Has the ability to work out the main problem and to focus on the objectives of the investigation/required 

enforcement action 
• Has good listening skills 
• Has good analytical skills 
• Asks the right questions at the right time 
Influence 
• Is highly cognitive and has high emotional intelligence 
• Is a good communicator/persuader 
• Identifies and engages stakeholders 
• Influences external stakeholders through engagement/training/coaching 
Technical expertise 
• Has technical knowledge and expertise 
• Has theoretical/practical skills in a specialty area 
• Holds relevant qualifications or equivalent 
• Commits to personal and professional development 
• Is regarded by stakeholders as a value adding inspector/subject matter expert 
• Has the ability to translate research/specialist information into a form suitable for policy/inspector/workplace use 
Teamwork, mentoring and coaching 
• Trains and coaches others – internal 
• Works well independently and in a team 
• Shares information/knowledge skills within WorkSafe 

*) To be read in conjunction with the job description form (JDF) of the relevant senior position 
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Attachment 6: Team Manager Sign-Off form 
 

CAREER PROGRESSION 5-6 - SC1-2 - SC2-3 
 

TEAM MANAGER SIGN-OFF FORM 

 
Inspector’s Name:  ____________________________________________ 
 
Team / Directorate   ____________________________________________ 
 

 
This is to certify that I,  ________________________________________  
                                                 (Please Print Name Team Manager) 
 
have sighted the evidence provided against __________________________1) 
for progression to Level ________________2) 
 
 

The evidence sighted has been completed by the candidate and is 
indicative of their general level of performance. 

 
 
Comments Team Manager3) 

 
The evidence sighted relates to Objective file: (if applicable) 
 
WS_______________________ 
 
 
Team Manager’s Signature   ___________________  Date:  _____________ 
 
 
Inspector’s Signature    ______________________   Date:  _____________ 
 
 

 

1) Please indicate the criterion  
2) Please indicate the level the inspector is applying for 
3)  Include comments, if any, in relation to the statement that evidence is completed by the 
candidate and that it is indicative of their general performance 
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Introduction 
 
This Team Manager Information Handbook provides information about the 
Performance Review and Development (PRD) system Level 5 and the role and 
responsibilities of the Team Manager.  As a Team Manager, you have an important 
role in the Performance Review and Development system.  
 
The PRD system is designed to enable inspectors: 
• to progress through each increment within Level 5; and/or 
• to demonstrate satisfactory performance against key performance indicators 

(KPIs) after 12, 24 or 36 months of service (i.e. for inspectors commencing at an 
increment level higher than 5.1); and 

• to obtain PSP50116 Diploma of Government (Workplace Inspection). 
 
The PRD system requires inspectors to meet certain conditions and competently 
complete 23 tasks, based on the common day to day tasks inspectors undertake in the 
course of their duties.  In addition, the 23 tasks have been mapped against the units of 
competency for Diploma of Government (Workplace Inspection).  This enables 
inspectors to obtain the Diploma through recognition of prior learning (RPL), once the 23 
tasks have been completed. 
 
Inspectors receive a lever arch file which will become their Portfolio of Evidence.  In 
the Portfolio, inspectors must include certified copies of OHS/WHS qualifications (if 
any), PRD forms, operational statistics and the evidence required to demonstrate 
completion of the 23 tasks. 
 
A Task guide for each of the 23 tasks is located in the Portfolio of Evidence behind 
each numbered tab.  It is important inspectors and Team Managers read the Task 
guides as they describe the type/s and quantity of evidence required to support the 
inspector’s claim of competence. 
 
It is the role of the inspector to ensure they gather the evidence for each task and meet 
the conditions prior to submitting their Portfolio of Evidence for assessment by their 
Team Manager. However, the Team Manager plays a significant role in supporting the 
inspector by creating opportunities to gather the required evidence. 
 
Attachments of this Handbook include: 
• Attachment 1: Team Managers Sign-Off form for all 23 tasks. 
• Attachment 2: Flowchart Performance Review and Development system. 
• Attachment 3: Overview Performance Review and Development L5 system 
• Attachment 4: Conditions and required tasks for each increment or period of service. 
 
For further information, please refer to: 
• Inspector Information Handbook Performance Review and Development system 

Level 5 for more detailed information about the system; 
• Background Information Diploma of Government (Workplace Inspection) booklet 

for background information and an overview of the units of competency and 
assessment requirements of Diploma of Government (Workplace Inspection); 

• Mapping documents for information about how the tasks have been mapped 
against the units of competency. 

If you require any further assistance, please do not hesitate to contact the Training 
Coordinator, Inspector Development and Training or your Director. 
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Diploma of Government (Workplace Inspection) 
 
The tasks that form part of the Performance Review and Development system 
Level 5 have been mapped against the units of competency for the Diploma of 
Government (Workplace Inspection). 
 
Diploma of Government (Workplace Inspection) forms part of the Public Sector 
Training Package and is a specialisation within Diploma of Government.  The units of 
competency are nationally recognised statements that describe the skills and 
knowledge that a person must demonstrate in the workplace to be seen as competent.  
They take into account the ability to transfer and apply skills and knowledge to new 
situations and environments in a workplace context. 
 
This Diploma of Government (Workplace Inspection) covers the competencies 
required by those responsible for the conduct of statutory investigation and 
enforcement of legislative requirements under occupational safety and health (OSH) 
legislation.  It has been specifically designed to meet the needs of OSH inspectors.  
Jurisdictions across Australia have agreed that the Diploma of Government 
(Workplace Inspection) is a required qualification for all OSH inspectors. 
 
The system is based on the following 11 required units of competency in PSP50116 
Diploma of Government (Workplace Inspection): 

National code Unit of competency title 
PSPETH003 Promote values and ethos of public sector 
PSPLEG003 Promote compliance with legislation in the public sector 
PSPGEN054 Use complex workplace communication strategies 
PSPGEN047 Promote diversity 
PSPWPI001 Evaluate workplace legislative compliance 
PSPWPI002 Facilitate improvement in workplace legislative performance 
PSPWPI003 Investigate possible breaches of workplace legislation 
PSPMGT007 Manage risk 
PSPGEN046 Undertake research and analysis 
PSPGEN049 Undertake negotiations 
BSBWHS401 Implement and monitor WHS policies, procedures and programs 

to meet legislative requirements 

An overview of elements within each required unit of competency and background 
information, including information about the RPL system, competency based 
training and assessment, competency standards, required evidence and a 
glossary of vocational education and training, is included in the Background 
Information Diploma of Government (Workplace Inspection) booklet.  Information 
about how the tasks have been mapped against the units of competency is 
provided in the Mapping documents. 
 
After completion of the tasks, inspectors must prepare their Portfolio of Evidence to 
obtain the nationally recognised qualification of the Diploma of Government 
(Workplace Inspection).   
 
WorkSafe has a RPL arrangement in place with Public Sector Training Solutions, 
which is a Registered Training Organisation (RTO).  For further information about the 
assessment and application process, please contact the Training Coordinator, 
Inspector Development and Training. 
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Your role and responsibilities 
 
As a Team Manager you play a significant role in supporting inspectors by: 
• creating a learning environment; 
• assisting the inspector through the evidence gathering process; 
• with the inspector, planning appropriate development activities and opportunities 

to attain and demonstrate the required level of capability and impact, during 
informal meetings and Performance Review and Development meetings; 

• providing feedback on the evidence gathered; and  
• where practicable, providing you with opportunities to undertake tasks and 

assignments that enable you to gather the required evidence.  
 
The purpose of the Team Manager Sign-Off form is to verify that the evidence that the 
inspector has collected to submit for assessment is their own work, that it is of 
sufficient quality and quantity and that it is indicative of their general performance.   
 
This means that the evidence supplied by the inspector is not a one-off job, but that it 
is an example of the usual work this inspector carries out independently.  Unless 
stated otherwise, the work examples have been carried out by the inspector with no or 
limited supervision.   
 
The Team Manager Sign-Off form is located behind Tab 4, before the 23 tasks.  This 
is a one page sign off form for all tasks.  The form should be used in conjunction with 
the Checklist Completion of Tasks, which is attached to the Sign-Off form. 
 
It is the responsibility of the inspector to take the initiative, to identify the work that 
demonstrates the requirements of the criteria and to prepare the submission.   
 
It is essential to discuss expectations and progress during Performance Review and 
Development meetings and informal meetings. 
 
When assessing the evidence submitted for the Diploma, you need to ensure that the 
inspector has demonstrated: 
• the ability to analyse and plan approaches to technical problems; 
• the ability to evaluate information for research purposes; 
• a broad knowledge base incorporating theoretical concepts, with substantial 

depth in some areas; 
• the ability to transfer and apply theoretical concepts and technical skills to a 

range of situations; and 
• the capacity to take responsibility for their outputs. 
 
The work examples submitted as evidence for assessment should clearly 
demonstrate the work was done by the inspector. 
 
The evidence supplied by the inspector in support of their claims of competence 
against a criteria, MUST draw on experiences they have had personally and of which 
you as their supervisor are aware.  That is why inspectors should be encouraged to 
have tasks signed off as they complete them rather than waiting to they have 
collected all the evidence required for all tasks. 
 
Should the inspector change Team Managers during the course of the development of 
their Portfolio of Evidence, it is the responsibility of the inspector to have the outgoing 
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Team Manager sign off tasks (or initial sub-tasks) as evidence that they have 
collected to date against a particular task.  By doing this, the outgoing Team Manager 
confirms the evidence as being genuine. 
 
It is important that you encourage the inspector to plan ahead. Where the inspector 
has difficulties completing some required tasks, ensure that you provide the 
opportunities to undertake these tasks.  Where opportunities for the completion of 
tasks are very limited or restricted, please consult with your Director as soon as 
possible. 
 
The booklet Background Information Diploma of Government (Workplace Inspection) 
details the elements within each unit of competency and assessment criteria which 
should be considered when assessing the evidence for each task. 
 
In the role of Team Manager, you review and sign off the required tasks and assess 
whether or not the inspector meets the conditions to progress to the next increment 
and/or demonstrates satisfactory performance for the period of service.   
 
The Team Manager then completes and signs the Increment Sign-Off form, which is 
forwarded to the Director.  The Director then approves the recommendation by signing 
the form.  The Increment Sign-Off form is included in the Performance Review and 
Development forms for Level 5 for each increment or period of service.   
 
If the inspector has not met the requirements to progress to the next level and/or the 
Team Manager does not recommend progression to the next increment, the Director 
will then make further enquiries before signing off the Increment Sign-Off form.  In 
these circumstances, the Director may review the decision and/or the evidence. 
 
If you, at any time, need clarification on your role or requirements for the tasks, please 
consult with your Director. 
 
 
  Examples of evidence 
 
Examples of the types of evidence required for submission against each task have 
been provided as a guide to assist you in the collection of  the evidence.  They are 
NOT meant to be PRESCRIPTIVE.  They are included to provide guidance to 
inspectors as to the types of evidence as well as the minimum standard required to be 
deemed competent against the units of competency mapped against each task.  
 
Inspectors are encouraged to view these examples as the minimum requirements for 
an assessment of competence.  Inspectors and Team Managers are also encouraged 
to be creative and innovative where it is difficult to obtain evidence for a required task 
and provide other forms of evidence that demonstrate competence against each task.  
If an inspector has difficulty gathering evidence for a task, talk to your Director or the 
Training Coordinator, Inspector Development and Training. 
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Attachment 1:  Team Manager Sign-Off form 
PSP50116 Diploma of Government (Workplace Inspection) 

Name inspector:___________________________________________________________ 

This is to certify that I, Team Manager have sighted the evidence against the tasks listed below.  By 
signing off a task, I declare that all sub-tasks have been completed and that the evidence sighted: 
• is of sufficient quality and quantity; 
• has been completed by the inspector; and 
• is indicative of their general performance. 

 

Task Level Name Signature Date 
1. Undertake induction and coaching 4-5 

5.1 
   

2. Issue improvement notices and give 
verbal directions 

4-5 
5.1 

   

3. Take contemporaneous notes 4-5 
5.1 

   

4. Conduct investigations after 
obtaining unconditional certificate of 
appointment 

4-5 
5.1 

   

5. Provide verbal advice 5.1    

6. Maintain records 5.1    

7. Issue prohibition notices 5.2    
8. Conduct research to form an 

opinion 
5.2    

9. Take photographs and 
measurements and make sketches 
and recordings 

5.2    

10. Provide written advice 5.2    
11. Conduct proactive and reactive 

investigations 
5.2    

12. Conduct verification investigations 5.2    
13. Coordinate a team project 5.2    
14. Participate in internal and external 

meetings 
5.2    

15. Undertake Hogan 180° assessment 5.2    
16. Coach other staff 5.3    
17. Prepare close-out report for a team 

project 
5.3    

18. Deliver public presentations on 
behalf of the Department 

5.3    

19. Prepare a document based on 
research 

5.3    

20. Conduct a record of interview 5.3    
21. Take witness statements 5.3    
22. Conduct injury investigation 5.3    
23. Promote diversity 5.3    
TAB 2: Certified copies of qualifications     
TAB 3: PRD forms & Operational stats     
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Attachment 2: Flowchart Performance Review & Development L5 system 
 

Inspector 
Level 5.11) 

 
Recruitment and Selection Process Completed 

 
 

Completion of the Inspector Induction and Coaching Program; 
Permanency Achieved; and 

Unconditional Certificate of Appointment Obtained; or 
Career Progression from Level 4 to Level 5 

 
 

Commence Collecting Evidence for  
Portfolio of Evidence 

 
 
Meet evidence requirements/conditions after 12, 24 and 36 months to progress 
to next increment and/or meet Key Performance Indicators for period of service 
 
 

Submit Portfolio of Evidence for Formal Assessment 
 
 

Team Manager Assesses Evidence and Performance.  Director endorses 
Recommendation from Team Manager for Progression to Next Increment  

 
 

Further Evidence Collected (if required) 
 
 

Progression to Level 5.2 > Level 5.3 > Level 5.4 
and/or satisfactory performance at 

12, 24 and 36 months 
 
 
 

1)  Inspectors commencing on a level higher than 5.1, have key performance indicators (KPIs) in the first three years of employment.  These 
KPIs are linked to satisfactory performance in the first three years of employment and/or progression to the next Level (if applicable).  You are 
required to complete the 23 tasks in the first three years of employment at Level 5.
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Attachment 3: Overview Performance Review & Development L5 system 
 
 

Performance Review and Development – progression through increments 
Recruitment and Selection Level 5 inspectors are appointed through the usual departmental recruitment and 

selection process or progress from L4 to L5 through the Career Progression system. 
Induction and Coaching Program Successful inspectors: 

• undertake the Inspector Induction and Coaching Program; 
• obtain their unconditional Certificate of Appointment; and  
• achieve permanency. 

Conditions for Progression/Key 
Performance Indicators  

Progression to Level 5.2 or KPIs in first 12 months of service 
• Inspector has been at Level 5 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
Progression to Level 5.3 or KPIs in first 24 months of service 
• Inspector has been at Level 5 for a period of 24 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
Progression to Level 5.4 or KPIs in first 36 months of service 
• Inspector has been at Level 5 for a period of 36 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 

Portfolio of Evidence Process Inspectors receive a lever arch file (Portfolio of Evidence), which includes the details 
of the tasks, conditions, types and quantities of evidence to be submitted for 23 
common tasks performed by WorkSafe inspectors in the course of normal duties. 

Collect Evidence Inspectors begin to collect evidence against each task. 
Prepare Portfolio of Evidence for 
progression to next increment  

Once the evidence for the next increment or period of service has been collected, 
the inspector prepares their Portfolio of Evidence. 

Submit Portfolio of Evidence Inspectors submit their Portfolio of Evidence to the Team Manager. 
Assessment Process The Team Manager verifies that the evidence submitted for the required tasks is the 

work of the inspector, that it is of sufficient quantity and quality and that it is 
indicative of the inspector’s general level of performance.  The Team Manager then 
signs off the Sign-Off form for the successfully completed tasks.   
Before the increment is due, the Team Manager forwards a recommendation to the 
Director for progression to the next increment on the Increment Sign-Off form. The 
recommendation is based on the inspector meeting the conditions and completion of 
the required tasks. The Director then approves the recommendation.   
If the inspector has not met the requirements to progress to the next level and/or the 
Team Manager does not recommend progression to the next increment, the Director 
will then make further enquiries before signing off the Increment Sign-Off form. 

Gaps Identified If any gaps are identified in meeting the requirements, the inspector will be 
requested to gather further evidence and/or undertake training and/or workplace 
development before re-submitting their evidence. 

Review of Decision Where a Team Manager refuses to sign off a task, the inspector can request the 
Director to review the decision.  Where there is a disagreement between the inspector 
and the Team Manager about the level of performance and progression to the next 
increment, the inspector can request the Director to carry out a review.  If not resolved, 
the matter can be referred to the Executive Director for review.  Ultimately, the 
inspector has the right of review with the WA Industrial Relations Commission. 

Progression to next increment or 
KPIs at 12, 24 and 36 months in L5 

If the inspector meets the job related requirements and competencies, then the 
inspector will be recommended for progression to the next increment or 
demonstrates the KPIs at 12, 24 or 36 months of service within Level 5. 

Application Diploma of Government (Workplace Inspection) 
Application Diploma of Government 
(Workplace Inspection) 

When the Team Manager has signed off all of the 23 tasks, the inspector must 
submit their completed Portfolio of Evidence to the Training Coordinator, Inspector 
Development and Training to obtain your Diploma of Government 

Submission of Portfolio of Evidence Inspector Development and Training will make arrangements for the submission of 
the Portfolio of Evidence to Public Sector Training Solutions for RPL assessment. 
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Attachment 4: Conditions and tasks for each increment or period of service 
 
PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.2 and/or first 12 months in Level 5 
 
Conditions 
• Inspector has been at Level 5 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
 
Required tasks 
Before submitting your Portfolio of Evidence for the next increment, include behind Tab 3 your 
Performance Review and Development forms of the last 12 months and your Operational 
Statistics of the last 12 months. 
 
Task 1 Undertake induction and coaching 
• Task 1.1 - A copy of the Induction Curriculum.  (Inspector Development and Training will 

be able to provide this). 
• Task 1.2 - A copy of your completed Inspector Development Coaching form or equivalent. 
• Task 1.3 - A copy of the Certificate of Completion of the Accountable and ethical decision 

making online training. 
• Task 1.4 - Details of eight (8) workplace visits that you have attended as part of your 

coaching program, whilst holding a conditional Certificate of Appointment.  
Details must include:  
o copies of WISE investigations; 
o copies of your contemporaneous notes (for example, from your notebook, diary and 

industry checklist); and 
o notes of your debrief with your coach after each visit. 

Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy 

 
Task 2 Issue improvement notices and give verbal directions 
• Task 2.1 - Twelve (12) Improvement notices, relating to twelve (12) different 

breaches/issues. 
• Task 2.2 - Three (3) verbal directions recorded in WISE that were rectified during an 

inspection while you were at the workplace.  In WISE, the verbal direction is recorded as 
follows: Activity Type: Visit/Inspection and Action Type: Gave Verbal Direction(s). 

 
Task 3 Take contemporaneous notes 
• Task 3.1 - Information recorded by you in your inspector notebook/diary and/or industry 

checklist relating to six (6) workplace visits that you have conducted after you have been 
issued with your unconditional Certificate of Appointment pursuant to section 42 of the 
Occupational Safety and Health Act 1984.   
Details MUST include:  
o date, entry and departure times; 
o name of the workplace/legal entity; 
o address of the workplace; 
o name/s of person/s spoken to on site; 
o outcome of discussion/s with person/s spoken to; 
o issues identified on site (notes, verbal directions); 
o any advice given to the person including reference to various Codes of Practice or 

other guidance material; and 
o where relevant any follow up action to be undertaken by the inspector. 
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Task 4 Conduct investigations after obtaining your unconditional Certificate of 
Appointment 
• Task 4.1 - Ten (10) completed investigations recorded in WISE.   Each investigation must 

have been conducted after obtaining your unconditional Certificate of Appointment.   
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 

• Task 4.2 - Copies of at least 20 (twenty) business cards obtained from workplaces you 
have visited.  Each business card should show the name and job title of the person you 
have dealt with. 

 
Task 5 Provide verbal advice 
• Task 5.1 - Information from three (3) entries from your notebook or diary relating to 

different OSH issues of your choosing, that you have discussed with an employer, 
employee or other stakeholder and where you have provided verbal advice. 

• Task 5.2 Notes and/or WISE entries concerning nine (9) external telephone or front 
counter OSH Enquiries about a range of topics.   
The details recorded MUST include: 
o the date and time of the phone call; 
o an outline of the enquiry; and 
o the advice offered.   

Personal details of the enquirer are not required. 
 
Task 6 Maintain records 
• Task 6.1 - Evidence of a personal filing system developed by you to assist you to function 

effectively and efficiently as a WorkSafe inspector.  This could include, but is not limited to, 
an OSH information package prepared by you for an industry, evidence of a system of 
boxes with information/brochures kept in your car, an example of folders containing 
relevant OSH information on your laptop, etc. 

• Task 6.2 - Two (2) examples of correspondence (email, letter, etc.) sent to a client that you 
have placed on the Document Management System (Objective).   
o provide a screen shot or snip using the Snipping Tool of the DMS system showing the 

document saved in the DMS file; and  
o a copy of the correspondence.   

The file could be the Team’s Work Activities file or a file that you have created for an 
investigation. 
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PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.3 and/or first 24 months in Level 5 
 
Conditions 
• Inspector has been at Level 5 for a period of 24 months 
• Required tasks have been completed  
• Satisfactory performance at Level 5 
 
Required tasks 
Before submitting your Portfolio of Evidence for the next increment, include behind Tab 3 your 
Performance Review and Development forms of the last 12 months and your Operational 
Statistics of the last 12 months. 
 
In addition to the tasks required for progression to Level 5.2 and/or KPIs for first 12 months in 
Level 5, the following tasks have been completed: 
 
Task 7 Issue prohibition notices 
• Task 7.1 - Six (6) Prohibition notices. 
 
Task 8 Conduct research and form an opinion 
• Task 8.1 - Three (3) examples of an opinion you have obtained from a technical expert 

within the WorkSafe division in relation to an OSH matter.   
Evidence may include: 
o correspondence (for example, e-mail correspondence or a memorandum) between 

you and a technical expert in relation to an OSH matter; or  
o notes taken in your notebook about an opinion you have obtained from a technical 

expert on an OSH matter. 
• Task 8.2 - Three (3) examples of correspondence between you and an external 

organisation in relation to you gathering information about: 
o a workplace incident; AND/OR  
o a piece of plant or equipment; AND/OR  
o the operation of a piece of plant or equipment; AND/OR 
o any other matter of your choosing.   

• Task 8.3 - Three (3) cover pages of various codes of practice, Australian Standards, or 
other guidance material, AND examples of how you used each of these standards to assist 
your decision making process (for example, guidance material referred to in a notice). 

 
Task 9 Take photographs and measurements and make sketches and recordings 
• Task 9.1 - Four (4) portfolios of photographs or recordings taken by you in the course of an 

investigation, in accordance with the Guidelines for Film and Digital Photographs and 
Recordings.  Include: 
o Evidence of notification forthwith of any relevant employer and relevant safety and 

health representative (if any), such as a copy from the Evidence/Sample Record Book 
or a copy of the letter sent forthwith to any relevant employer and relevant safety and 
health representatives (if any). 

o Print each photograph (1 per page or 4 per page) and provide information about each 
photograph on the back by using the pro-forma sticker. Information MUST include: 
- Photograph 1 of 10 
- Workplace/address 
- Taken by inspector 
- Date photograph was taken 
- Brief description 

• Task 9.2 - Four (4) examples of measurements that you have taken or sketches that you 
have made in the course of an investigation.  Your evidence MUST include: 
o Evidence of notification forthwith of any relevant employer and relevant safety and 

health representative (if any), such as a copy from the Evidence/Sample Record Book 
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or a copy of the letter sent forthwith to any relevant employer and relevant safety and 
health representatives (if any). 

o A copy of each measurement/sketch, including the name of workplace, the address, 
the date the sketch/measurement was taken and a brief description.  If you have taken 
photographs when taking measurements, include these photographs with your 
evidence. 

 
Task 10 Provide written advice 
• Task 10.1 - Six (6) examples of written advice provided to a range of external stakeholders’ 

enquiries.  These examples may be emails and/or letters on departmental letterhead. 
 
Task 11 Conduct proactive and reactive investigations 
• Task 11.1 - Six (6) completed proactive investigations recorded in WISE, where all 

relevant PIR’s have been completed.   
Details MUST include:  
o a copy of each investigation recorded in WISE; and 
o a copy of each notice issued as part of each investigation. 
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 

• Task 11.2 - Six (6) completed reactive investigations recorded in WISE, where all 
relevant PIR’s have been completed.   
Details MUST include:  
o a copy of each investigation recorded in WISE;  
o a copy of each notice issued as part of each investigation; and 
o a copy of the source(s) attached to the investigation (for example, a Request to Attend 

or an Injury Notification). 

Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 

 
Task 12 Conduct verification investigations 
• Task 12.1 - Three (3) verification investigations and three (3) related original investigations 

recorded in WISE.   
Your evidence MUST include: 
o a copy of three (3) verification investigations (Type Verification or Verification 

(Outstanding)); 
o a copy of three (3) WISE original investigations related to each verification 

investigation; 
o a copy of each notice issued as part of each original investigation; and 
o a copy of each Verified tab (provide a screen shot or snip using Snipping Tool) 

The investigations need to demonstrate how you have assisted stakeholders to evaluate, 
plan and manage risk.   

The verification investigations also need to show how you have evaluated the risk 
management plan/compliance with the notices. 

 
Task 13 Coordinate a project 
• Task 13.1 - A project proposal written by you in relation to a possible team project, or an 

industry specific audit checklist developed by you, based on research. 
• Task 13.2 - Three (3) completed checklists used by you during your participation in a 

proactive team project.  (These may be from two different compliance campaigns) 
• Task 13.3 - Copies of three (3) WISE investigations detailing your activities in a proactive 

team project.  

Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 
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Task 14 Participate in internal and external meetings 
• Task 14.1 - Copies of the meeting agendas and associated minutes for two (2) meetings 

(internal or external meetings) at which you have either presented/spoken to one or more 
of the agenda items or have had to undertake an action item as a result of the meeting. 

• Task 14.2 - Documentary evidence of your participation at two (2) external meetings with 
unions, local industry groups, or associations either as a guest speaker or as 
representative of WorkSafe. 

 
Task 15 Undertake Hogan 180° Assessment  
Task 15.1 - Completion of the online Hogan 180° Assessment. 

Evidence for this task must be: 
o a copy of the Hogan 180° Multi Rater Feedback Report; and 
o the outcome of the feedback meeting prepared by PeopleSense. 

• Task 15.2 - A copy of your completed Performance Review and Development form(s), in 
which the outcome of your Hogan 180° assessment is discussed, including agreed 
recommendations/follow up actions (if any). 
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PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.4 and/or first 36 months in Level 5 
 
Conditions 
• Inspector has been at Level 5 for a period of 36 months 
• Required tasks have been completed  
• Satisfactory performance at Level 5 
 
Required tasks 
Before submitting your Portfolio of Evidence for the next increment, include behind Tab 3 your 
Performance Review and Development forms of the last 12 months and your Operational 
Statistics of the last 12 months. 
 
In addition to the tasks required for progression to Level 5.2 and/or KPIs for first 12 months in 
Level 5, the following tasks have been completed: 
 
Task 16 Coach other staff 
• Task 16.1 - A copy of your Record of Attendance at the coaching training program for all 

staff undertaking the coaching role. (Inspector Development and Training can assist you 
with the production of this record). 

• Task 16.2 - A copy of two (2) Inspector Development Coaching Forms, which you have 
completed as a coach, after coaching a new inspector (coachee) for a period of at least 
two (2) weeks.  The coaching form needs to detail comments, including areas well done 
and areas needing improvement.  For each objective/outcome the form needs to indicate if 
the coachee is competent, if further coaching is required, or if the outcome/objective is not 
demonstrated.  

OR 
A copy of five (5) coaching meeting notes signed and dated by both you the coach, and 
the coachee.  The notes must detail: 
o the type of coaching provided (what, where, when, how, why, date and time); and 
o the areas for development, including technical skills and knowledge and ethical 

conduct at the workplace. 
• Task 16.3 - Copies of two (2) WISE investigations and/or records in your notebook, where 

you have supported a new inspector during an investigation.   
Details MUST include:  
o the name of the coachee; 
o date, time of entry and departure; 
o address; 
o purpose of entry; 
o a description of things done while at the workplace; and  
o a summary of your debrief with the coachee after the visit. 

 
Task 17 Prepare a project report for a team project 
• Task 17.1 - One (1) copy of a project report in accordance with the departmental format 

that you have written as a result of a proactive team project.   
In the project report, include how you have: 
o analysed client needs, for example, by describing the background of the project; 
o reviewed client service, for example, through research and analysis; 
o promoted client service, for example, through letters, media release, stakeholder 

consultation, presentations; and 
o developed and enhanced client service, for example, through publications, letters, info 

packs, etc. 
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Task 18 Deliver public presentations on behalf of the Department 
• Task 18.1 - Details of two (2) different presentations you have made and delivered either 

individually or as part of a team.  Ensure one of the presentations is original and developed 
by you.  You must ensure that the presentations include the provision of advice. 
Evidence supplied MUST include: 
o the topic; 
o the date and venue; 
o the approximate number of attendees; 
o any pre presentation correspondence (for example, with a stakeholder); 
o a copy of your PowerPoint presentation (if applicable) or an outline of your 

presentation;  
o any hand outs prepared to support your presentation (if applicable). 

• Task 18.2 - Details of feedback obtained following two different public presentations or 
talks that you have given (for example, feedback obtained from the stakeholder organising 
the presentation). 

 
Task 19 Prepare a document based on research 
• Task 19.1 - Any written document (for example, a report, paper or publication) prepared by 

you in relation to an OSH matter, based on research. 

This could include an external publication (for example a Safety Alert or an industry 
checklist) or an internal document (for example a briefing note for a ministerial or a 
research paper prepared for Policy on an OSH matter). 

 
Task 20 Conduct a record of interview 
• Task 20.1 - A printed copy of the transcript of one (1) completed record of interview, which 

you have either conducted yourself or have assisted someone else to conduct. 
• Task 20.2 - Evidence of your preparation for one (1) record of interview including the 

development of interview questions and records of meetings with the Principal Inspector, 
the Team Manager, a senior inspector and/or other staff involved in the investigation that 
relate to the record of interview process.  The supply of recordings or transcripts is NOT 
required. 

 
Task 21 Take witness statements 
• Task 21.1 - Three (3) witness statements, which you have personally taken.  Each witness 

statement MUST relate to a separate WorkSafe investigation and should be presented in 
the standard departmental format. 

• Task 21.2 - Information from your inspector notebook concerning the three (3) witness 
statements referred to above.   This information may be in relation to the statements 
themselves or other contextual information relating to the reason the witness statement 
was taken e.g. issues such as a workplace accident, workplace incident or complaint. 

• Task 21.3 - Three (3) inspector statements of evidence (your witness statements) relating 
to WorkSafe investigations with which you have been personally involved. 

 
Task 22 Conduct injury investigations 
• Task 22.1 Four (4) investigations you have conducted into significant injuries notified to 

WorkSafe.  The investigations must have been conducted by you and demonstrate a 
thorough examination of the matter.  The evidence may include an investigation in relation 
to a potential prosecution.  Evidence and conclusions of the investigation must be well 
documented and include evidence such as: 
o the investigation recorded in WISE; 
o copies of notices,  
o notes taken in notebook/diary; 
o witness statements; 
o photographs, measurements, (if any); and 
o research. 
 
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 
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Task 23 – Promote Diversity 
• Task 23.1 - Successful completion of the Promote diversity workshop organised by 

Inspector Development and Training.  This one day workshop forms part of the Skills 
Development Program.   
Evidence for this task must be: 
o a copy of the Certificate of Completion of the Promote diversity workshop. 
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PROJECT STATUS REPORT 
Reporting Status as at:  4 June 2013 

Reporting Frequency:  Monthly 

Project Overview 

Project ID WS2012 – 3b Project 
Title 

WorkSafe Inspector Attraction 
(Implementation) 

Project Owner Project Manager 

Business Owner EMC Governance Anticipated 
Completion Date 

May 2013 

Project 
Objective(s) 

Addressing current deficiencies in attracting quality new inspector recruits by 
implementing the recommendations listed in the Inspector Attraction Project report 
produced by . 

Project Status 

Schedule 

Budget 

Change status indicator colours as per the key below 

Key Schedule Budget 

 No milestones missed by greater than 4 weeks Less than 5% variance in the YTD budget 

 milestones missed by more than 4 weeks but less 
than 6 weeks 

Greater than 5% but less than 15% variance in the YTD 
Budget 

 milestones missed by more than 6 weeks Greater than 15% variance in the YTD budget 
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Schedule 
Major Tasks / Milestones Start  Date Completion 

Date 
Actual 

Completion 
Date 

% 
Complete 

Status 
Indicator 

1 Continue to advertise multiple positions to 
attract a wider audience, including placing 
‘refresher’ ads for inspector roles whenever 
a single position is advertised. 

Jul 2012 Jul 2012 Jul 2012 100  

2 Working with HR, draft a suite of innovative 
advertisements which highlight the 
difference inspectors can make to the 
community and highlights the benefits 
inspectors can enjoy. 

Aug 12 Sept 12 Sept 12 100  

3 Produce a ‘day in the life of an inspector” 
brochure and place it on our website. 

Jul 12 Oct 12 Dec 12 100  

4 Implement the recruit for talent matrix 
which involves rewriting and registering 
relevant JDFs. 

July 12 Oct 12 April 13 100  

5 Review the composition of panels to 
increase diversity 

Sept 12 Oct 12 Oct 12 100  

6 Document a table of alternative 
advertisement locations for getting the 
message out to desirable candidates. 

Sept 12 Oct 12 Oct 12 100 

7 Document a table of assessment 
methodologies, examples and supporting 
materials - for use by all future panels to 
achieve greater variety of assessment 
methodologies. 

Sept 12 Oct 12 Oct 12 100 

8 Document a ‘schedule’ to assist panels to 
notify candidates about the outcome of the 
recruitment process within one month of 
the job closing. 

Sept 12 Oct 12 Oct 12 100 

9 Working with HR to conduct in-house 
training for panel members. 

Sept 12 Nov 12 April 13 100 

Schedule Comments (use this area to explain why a schedule was not met) 

Date Tasks / Milestones Comment 
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Budget (Current Financial Year) 

YTD July 2012  – September 2012 Annual Forecast 2012/13 

Budget 
$000s 

Actual 
$000s 

Variance 
$000s 

Budget 
Allocation 

$000s 

Forecast 
Actual $000s 

Forecast 
Variance 

$000s 

Total $83,500 $ $ $ $ $ 

Comment 

Total Project Budget 

Financial 
Year 

Latest 
Revised 

Budget $000s 

Budget 
Adjustments 

$000s 

Forecast 
Cost $000s 

Actual Cost 
$000s 

Variance 
$000s 

Total Cost 
$000s 

2012/13 $83,500 $ $ $ $ $ 

$ $ $ $ $ $ 

Extreme and High Risks 

Risk Description Likelihood Consequence Risk Rating Mitigation Strategy 

If recruitment practises don’t 
change the current problems will 
persist and we will continue to 
operate with less than our full 
quota of resources.  
The project could falter if 
management resists change and 
don’t drive the new initiatives. 

Low High  EMC will issue directions, 
imbed change in the 
performance management 
system and monitor 
compliance. 
WorkSafe is working closely 
with its human resources 
area, and the project team 
contains a human resource 
consultant. 

Benefits 

Benefit/Outcome 
Category (Where 

applicable) 
Performance Measures (Where 

applicable) 

This project aims to: 
• Attract a wider pool of quality

candidates to inspector vacancies
• Fill all inspector vacancies with skilled

and committed people

Direction 5 of the 
Corporate Plan 2009 – 
2012 - Strengthening 
organisational capacity 

This project also links 
each of our Values. 
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Executive Comments 

Date 
(most recent first) 

(All comments to be retained) 

4 June 2013 Project completed – close out report attached. 

6 May 2013 
Staff training sessions rescheduled to 3 May and 9 May 2013. 

8 April 2013 JDFs finalised.  Staff training arranged for 30 April & 2 May 2013.  

5 March 2013 JDFs for industry inspectors and team managers finalised.  Plant inspector, scientific 
officer and engineer JDFs out for comment until mid-March 2013.   

5 February 2013 Another meeting with HR staff to finalise JDFs on 7/2/13.  Training to be provided only 
when JDFs finalised. 

8 January 2013 Two major tasks still outstanding:  revision of JDFs – still ongoing; providing training to 
staff – will only provide training once other tasks completed. 

30 October 2012 Considerable progress made towards completing the nine major tasks.  Expect to have 
all tasks completed before the next planned recruitment round in early 2013. 

10 Sept 2012 
The EMC have committed to advertise multiple positions to attract a wider audience, 
including placing ‘refresher’ ads for inspector roles whenever a single position is 
advertised.  The department’s recruitment team are aware of this decision. 
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End of Project Report 
Project ID:  WS 2012 – 3B 
Project Title:  Inspector Attraction Project 
Implementation of Recommendations 

Document Approval 

Author 

Project Manager Signed 

Date 

Accepted and Approved by 

Project Owner Signed 

Date 

EMC Governance Board Signed 

Date 

Document Control 

Version No Primary Author(s) Description of Version Date Completed 

V1 For EMC approval 21 May 2013 

Document Location 

Specify the Objective location of this document 

WS 0894/2012/1 
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1. Achievement of Objectives

Six of the nine major tasks were completed before the original project completion date of 
November 2012, and another task (day in the life of an inspector video and brochure) was 
completed in December 2012. 

Unanticipated delays occurred with rewriting and registering field staff JDFs, and consequently 
with manager training sessions, which could only be completed after the JDFs were registered. 

2. Performance

2.1 Financial Report 
To End of Project: 

Original Approved 
Budget ($000’s) 

Latest Approved 
Budget ($000’s) 

Actual Budget Spent 
($000’s) Variance ($000’s) 

83,500 na na na 

Remaining Budget: 

Remaining Budget 
($000’s) 

na 

The budget covered the notional costs of internal staff working on the project such as the project 
coordinator, project officer and other staff such as HR.  Otherwise there was no actual 
expenditure. 

2.2 Schedule Report 

Original Approved 
Project End Date 

Latest Approved 
Project End Date 

Actual Project End 
Date 

Variance 

November 2012 May 2013 May 2013 na 

2.3 Final Deliverables 
Deliverables arising from this project are: 

• the revision of JDFs for all inspector positions
• the revised appearance and wording of job advertisements for inspector positions
• a video titled Are you our next WorkSafe Inspector?
• a brochure titled What it takes to be a WorkSafe Inspector
• a selection panel toolkit which includes the following WorkSafe resources:

- a recruitment and selection ready reckoner
- a guide for selection panels on the variety of assessment methods
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- a guide to the composition and accountabilities of selection panels 
- a checklist and timetable for selection panels 
- a list of alternative locations for advertisements 
-  toolkit 

• the development and delivery of a one-hour information session for those with recruitment 
and selection accountabilities 

 

3. Quality Review of Products 

List the project control documents that were completed during the project, e.g. Project Proposal, 
Project Initiation Document, Implementation Plan etc. 

Product 

Project Implementation Plan (July 2012) 

EMC Project Status Reports (monthly) 

End of Project Report (May 2013) 

 
 

4. Benefits 

Benefits to WorkSafe in undertaking this project include: 

1. Attracting a wider pool of quality applicants that have the necessary skills and experience to 
contribute to WorkSafe’s goal of reducing injury, disease and fatality in Western Australian 
work places. 

2. Increased job satisfaction and retention due to new recruits also being recruited on 
attributes that reflect Commerce’s corporate values of justice, valuing people and their 
contribution, making a difference and professionalism. 

3. Recruiting new personnel that reflect Commerce’s values will contribute to a critical mass of 
staff who will have a vested interested in positive cultural change and are engaged and 
motivated to contribute to WorkSafe’s success.  

4. Expansion of a skilled, confident, stable workforce. 

5. Better service delivery to external stakeholders. 
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5. Follow on Actions  

5.1 Unresolved Project Issues 
NA 

5.2 Ongoing Risks 
Recruitment of high quality staff will continue to be an area that requires constant attention. 

5.3 Ongoing Training Needs 
New managers may need to be given the one hour information session. 
 

5.4 Other Activities 
Directors and managers responsible for selection panels should continue to access the 
materials developed by this project. 
 

 



Inspector Attraction Project    

 
Objective – addressing deficiencies in attracting 
quality new inspector recruits 
 
Method – implementing recommendations of the 
Inspector Attraction Project Report (2012) 



Inspector Attraction Project    

• Project started in 2012 
 

•  consultant 
 

• Inspector reference group 
 

• Eight recommendations 



Inspector Attraction Project    

• Advertising – where & how 
 
• Public information – brochure, video 
 
• JDFs – revision 
 
• Selection panels – tools & training 
 
• Recruitment – scheduling & assessment tools 



Advertising    

• Current ads – revised content, extended 
application period 

 
• Candidate application pack – revised 

 
• Block ads where possible 

 
• Alternative ad locations 



Advertising    



Candidate information 

• Brochure – revised content  
 

• Day in the life video 
 

• Website location 
 

• Theme – benefits and social value of job 



Candidate information 



Candidate information 



Job Description Forms 

• Try for more applicant friendly wording 
 
• Include resilience in JDF 
 
• No change in work value 
 
• L4 – L7 Inspector/ Team Manager JDFs 
  
• Scientific Officers & Engineers 



Selection Panels 

• Range of staff to sit on panels – normal 
practice? 

 
• Developmental opportunities OK 

 
• Panel member training 



Recruitment Process 

• Assessment tools 
 

• Schedule for panel  
 

• Objective – one month turn around 



Recruitment Process 



Recruitment Process 



What documents govern redeployment and 
recruitment in the Public Sector? 

• Public Sector Management Act 1994 

• Public Sector Management (Redeployment and 
Redundancy) Regulations 1994 

• Commissioner’s Instruction No 1  – Employment Standard 

• Redeployment Standard 

• Commissioner’s Instruction No 2  – Filling a Public Sector 
Vacancy 

• Public Sector Management (Breaches of Public Sector 
Standards) Regulations 2005 

 



What are the Standards in HRM? 
What are the Principles? 

• Discipline 

• Employment  

• Grievance 
Resolution 

• Performance 
management 

• Redeployment 

• Termination 

• Merit 
• Equity 
• Interest 
• Transparency 



When do you need to obtain     
redeployment clearance? 

• The Public Sector Management (Redeployment 
and Redundancy) Regulations 1994 require 
employing authorities to notify the Commissioner 
of all vacancies and those vacancies cannot be 
filled without the Commissioner’s approval 

• Commissioner’s exceptions include: 
• vacancies (with a combined duration)  of six months or less 

• where the position is filled by transfer 



Does the Employment Standard apply to 
‘registered’ redeployment decisions? 

• No.  The Employment Standard does not apply to 
actions and decisions about the redeployment 
placement of ‘registered’ redeployees  

• The Public Sector Management (Redeployment 
and Redundancy) Regulations 1994 applies 

• The standard for placement is around the concept 
of ‘suitability’ 



What does the Employment Standard apply to? 
When does the Employment Standard apply? 

• The Employment Standard applies to recruitment, 
secondment, transfer and higher duties (acting). It 
covers fixed term, casual or permanent positions.  

• The Employment Standard at all times once approval 
had been gained (redeployment clearance) to fill a 
position 

• Even though, the Public Sector Management 
(Breaches of Public Sector Standards) Regulations 
2005 don’t always apply (ie: BOS claims cannot be 
lodged against roles with a duration of 6 months or 
less), the Employment Standard always applies 

 



Do we have to advertise all vacancies? 

 
  

Yes: the Commissioner’s Instruction No 2: Filling a 
Public Sector Vacancy requires us to advertise to 
establish a competitive field and conduct a 
competitive assessment of merit – unless there is 
an exception. 

Part 4 of the CI provides seven exceptions. 

These exceptions require an individual 
assessment of merit in order for the Employment 
Standard to be met 



Do you have to advertise a transfer 
opportunity on the WA Jobs Board? 

• No.  Transfer opportunities don’t have to be 
advertised on the WA Job board.  The CI No 2: 
Filling a Public Sector Vacancy provides an 
exception 

• Transfer opportunities don’t have to be advertised 
on Commerce’s Job Board 

• Transfer conditions must be comparable (salary/tenure) 

• The employing authorities must agree to the 
transfer conditions 

• Transfer is one way move – there is no return 
 

 

 
 

 



Can you second an employee to a 
different division within Commerce? 

• No.  The PSM Act does not provide the power to 
secondment an employee within the same 
employing authority 

• It provides for the secondment of  an employee to 
and from another employing authority or 
organisation 

• All (3) parties to a secondment must agree to the 
terms and conditions of the secondment 

• Secondments must have an end date 



Does the Employment Standard apply to 
temporary deployment (at level)? 

No. The Employment Standard does not apply to 
temporary deployments at the same level.  

If an employee has concerns about being 
temporarily deployed at level, they can raise a 
grievance and the process (not decision) is subject 
to the Grievance Resolution Standard.  



What policy has WorkSafe adopted 
regarding short-term higher duties acting? 

• WorkSafe requires acting opportunities of 1 month 
or more must be advertised within WorkSafe 

• This direction came out of the work done by the 
Integrity Committee 
 



Inspector Attraction Project 

 
  Questions? 



Inspector Attraction Project 
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1. Introduction 
 
This Inspector Information Handbook provides information about the Career 
Progression system Level 4-5.  This Career Progression system is designed to enable 
inspectors to progress from Level 4 to Level 5.  The Career Progression system 
requires you to meet certain conditions and competently complete four tasks, based 
on the common day to day tasks you undertake in the course of your duties.   
 
You have received a lever arch file which will become your Portfolio of Evidence.  In your 
Portfolio, you must include an application letter for progression from Level 4 to Level 5, 
certified copies of OHS/WHS qualifications (if any), PRD forms, operational statistics and 
the evidence you are required to gather for completion of the four tasks.   
 
A Task guide for each task is located in your Portfolio of Evidence behind each numbered 
tab.  It is important that you read the Task guides as they describe the type/s and quantity 
of evidence required to support your claim of competence prior to submission of your 
Portfolio of Evidence for formal assessment by the Assessment Panel – Career 
Progression (the Panel). 
 
The process of gathering evidence requires you, in consultation with your Team 
Manager, to make judgements about your competency and performance.  Your 
judgement is based on critical analysis of your performance and is supported by 
examples of work undertaken by you.  Each Task guide will also help you and your 
Team Manager identify those areas where you may require further experience and/or 
skills development.  
 
It is your responsibility to familiarise yourself with the tasks and plan ahead to ensure 
you gather the required evidence and demonstrate satisfactory performance to be 
able to progress to the next level.  However, your Team Manager plays a significant 
role in supporting you by creating opportunities for you to gather the required evidence. 
 
Once you have progressed to Level 5, you must work through the remaining 19 tasks as 
part of the Performance Review and Development system at Level 5.  On completion of 
the tasks, you must submit your Portfolio of Evidence for assessment to obtain the 
Diploma of Government (Workplace Inspection).  Background information about the 
Diploma of Government (Workplace Inspection) is provided in the booklet Background 
Information Diploma of Government (Workplace Inspection). 
 
This Handbook provides information on the Career Progression system and the 
preparation of your Portfolio of Evidence and application letter to progress from Level 
4 to Level 5.  Attachments to this Handbook include: 
• Attachment 1: Overview of the Career Progression process; 
• Attachment 2: Conditions and required tasks Career Progression from Level 4 to 

Level 5.  
 
If you require any assistance, please do not hesitate to contact the Training 
Coordinator, Inspector Development and Training or your Team Manager.
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2. Flowchart Career Progression from Level 4 to 5 
 
 
 

Inspector 
Level 4 

 
Recruitment and selection process completed 

 
 

Completion of the Inspector Induction and Coaching Program; 
Permanency achieved; and 

Unconditional Certificate of Appointment obtained 
 
 

Commence collecting evidence for  
Portfolio of Evidence 

 
 

Meet evidence requirements/conditions to progress to Level 5 
 
 

Submit Portfolio of Evidence for formal assessment 
 
 
Assessment Panel – Career Progression reviews the application and evidence 
submitted and interviews the inspector, Team Manager and if required referees 
 
 

Additional evidence collected (if required) 
 
 

 

Progression to Level 5 
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3. Preparing your Portfolio of Evidence and application 
 
3.1 Evidence required for progression from Level 4 to Level 5 
 
Read the information provided in your Portfolio of Evidence, including the Inspector 
Information Handbook and the Task guides, prior to starting your collection of 
evidence. 
 
Focus on the required evidence for progression from Level 4 to Level 5. 
 
3.2 Where and how to start? 
 
It is important that you read and understand the evidence required so that you can 
plan ahead and collect a variety of examples in support of your claims.  Attachment 2 
provides an overview of the required conditions and tasks that need to be completed 
for progression from Level 4 to Level 5.   
 
The Task guides help you gain an understanding of what is expected for each task and 
which unit(s) of competency of the Diploma of Government (Workplace Inspection) 
is/are mapped against each task.  The Background Information Diploma of Government 
(Workplace Inspection) booklet provides further information on the elements within each 
unit of competency and assessment criteria, which should be considered when 
gathering evidence for each task. 
 
Discuss the requirements of the process with your Team Manager or equivalent 
during informal meetings and Performance Review and Development meetings. 
 
Consider preparing a plan to ensure you meet all evidentiary requirements in time. 
 
Collect evidence for each required task, which will support your claim of competence. 
Place your evidence within the relevant task section of your Portfolio of Evidence. 
 
Make sure that you always provide your best evidence.  It is not about the quantity of 
the evidence.  It is about the quality of your evidence.  It is also important that the 
evidence is completed by you and that the evidence is indicative of your general level 
of performance. 

 
Please do not provide originals 

 
Where possible, please submit double-sided copies of your evidence 

 
The work examples you submit for assessment should clearly demonstrate how you 
have worked and that you have used relevant policies, procedures, guidelines, 
Australian Standards, the Code of Conduct, legislation, codes of practice, etc. 
 
The evidence supplied in support of your claims of competence MUST draw on 
experiences you have had personally, either as an individual or as part of a team in 
performing that particular task.  The evidence could be from a variety of sources as 
outlined in each section or from any other source you consider to be relevant to the 
demonstration of your competence against that particular task. 
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  Remember at the Diploma level the evidence you submit needs to demonstrate 
you have: 
• the ability to analyse and plan approaches to technical problems; 
• the ability to evaluate information for research purposes; 
• a broad knowledge base incorporating theoretical concepts, with substantial 

depth in some areas; 
• the ability to transfer and apply theoretical concepts and technical skills to a 

range of situations; and 
• taken responsibility for your own outputs. 
 
  Examples of evidence 

 
Examples of the types of evidence required for submission against each task have 
been provided as a guide to assist you in the collection of YOUR evidence.  They are 
NOT meant to be PRESCRIPTIVE.  They are included to provide guidance as to the 
types of evidence as well as the minimum standard required to be deemed competent 
against the units of competency mapped against each task.  
 
You are encouraged to view these examples as the minimum requirements for an 
assessment of competence.  You are also encouraged to be creative and innovative 
and provide any other forms of evidence that you consider demonstrate your claim of 
competence against each task.  If you have difficulty gathering evidence for a task, 
talk to your Team Manager or the Training Coordinator, Inspector Development and 
Training. 
 
3.3 The Role of the Team Manager 
 
Your Team Manager plays a significant role in supporting you by: 
• creating a learning environment; 
• assisting you through the evidence gathering process; 
• planning appropriate development activities and opportunities with you to enable 

you to attain and demonstrate the required level of capability and impact, during 
informal meetings and Performance Review and Development meetings; 

• providing feedback on the evidence gathered; and 
• where practicable, providing you with opportunities to undertake tasks and 

assignments that enable you to gather the required evidence. 
 
Remember that it is your responsibility to gather the evidence for each task, but your 
Team Manager is there to assist.  Refer to your Team Manager Information Handbook 
for more information about the role of your Team Manager. 
 
When you have gathered the required evidence for a task, get your Team Manager to 
sign off the Team Manager Sign-Off form behind Tab 4.  
 
The purpose of the Team Manager Sign-Off form is to verify that the evidence you 
have collected to submit for assessment is your own work, that it is of sufficient quality 
and quantity and that it is indicative of your general performance. 
 
The types of evidence you use to demonstrate competence are clearly described in 
the Evidence requirements section of each Task guide. 
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3.4 Preparing your Portfolio of Evidence for submission 
 
Once you have completed the requirements for progression from Level 4 to Level 5 and 
you are of the opinion that you meet the job related requirements in the Job Description 
Form for a Level 5 WorkSafe inspector, you must prepare an application letter. 
 
Please place your application letter, addressed to the Assessment Panel - Career 
Progression, on top of all documents and tabs in your Portfolio of Evidence. 

 
You need to include in your application letter: 
• that you are applying to progress from Level 4 to Level 5; 
• the number of months you have been employed as an inspector at Level 4; 
• details of your OHS/WHS qualification (Certificate IV in OHS/WHS; or Diploma in 

OHS/WHS or higher OHS/WHS qualification) or equivalent relevant experience; and 
• the names of three (3) referees including your Team Manager and two WorkSafe 

inspectors.  One referee must be an inspector at the same level (the level you are 
applying for) and one referee must be an inspector at a higher level.  The referees 
must be able to comment on your work.  This means that you must have worked 
with these referees. 

 
Please provide certified copies of your qualifications in OHS/WHS behind Tab 2 of 
your Portfolio of Evidence. 
 
Please provide a copy of your Performance Review and Development (PRD) forms 
and your operational statistics behind Tab 3 of your Portfolio of Evidence, including: 
• your operational statistics from the date you obtained your unconditional certificate 

of appointment; and  
• your operational statistics over the last 12 months prior to this application. 
 
Please place the evidence for each required task behind Tab 4 under the relevant 
task number in your Portfolio of Evidence.  You must demonstrate competence in ALL 
relevant areas of each task, not just parts of them. 
 
If you wish to include any additional evidence, please include this behind Tab 5 of 
your Portfolio of Evidence. 
 
3.5 Submitting your Portfolio of Evidence 
 
To be able to progress from Level 4 to Level 5, you need to meet the conditions and 
complete the required tasks outlined in Attachment 2. 
 
If you submit your Portfolio of Evidence before your anniversary date and your 
application is successful, you will be back paid Level 5 as of your anniversary date. 
If you submit your Portfolio of Evidence after your anniversary date and your 
application is successful, you will be back paid Level 5 from the date of your 
application. 
 
Please forward your Portfolio of Evidence, including your application letter to the 
Training Coordinator, Inspector Development and Training. Your application will be 
treated as confidential. 
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Once the Assessment Panel – Career Progression has finalised the assessment of 
your evidence, your Portfolio of Evidence will be returned to you. 
 
For progression from Level 4 to Level 5, the Assessment Panel – Career Progression 
will keep the Assessment Outcome form and Summary on the relevant Objective file 
with the Panel’s report.  This means there is sufficient information on file if the 
decision is reviewed. 
 
3.6 The Role of the Assessment Panel – Career Progression 
 
It is the role of the Panel to: 
• review the application for Career Progression from Level 4 to Level 5, the 

submitted evidence and the information provided during interviews;  
• make an assessment whether or not you meet the job related requirements for 

progression from Level to Level 5; and  
• make a recommendation whether or not the you meet the criteria for Career 

Progression from Level 4 to Level 5. 
 
The Assessment Panel – Career Progression consists of three Directors, a 
representative nominated by the Director Human Resources and the Training 
Coordinator, Inspector Development and Training.  At least two (2) of the Panel 
members will possess Statements of Attainment for the four (4) assessment units of 
competency from the TAA40104 Certificate IV in Training and Assessment or 
equivalent, with one of those two possessing the full Certificate IV in Training and 
Assessment or equivalent. 
 
One Panel member, who must be a Director from a Directorate other than the 
Directorate in which you work, will assess your Portfolio of Evidence.  The relevant 
Director presents the assessment to the Assessment Panel – Career Progression.  If 
required, the Assessment Panel – Career Progression can request a subject matter 
expert (Level 6 or 7 inspector) to review specific evidence, as part of assessing your 
competency. 
 
If the Panel considers your Portfolio of Evidence to be adequate, the Panel interviews 
your Team Manager and one or two of your referees.  The Panel will always interview 
you, to clarify any questions in relation to your application.  You must be able to 
explain to the Panel why you think you are ready for Career Progression to the next 
level.  The Panel then reviews all the information to determine suitability for 
progression from Level 4 to Level 5. 
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4. Review of the Decision 
 
4.1 Review of the decision made by Team Manager 
 
Where a Team Manager refuses to sign off a task on the Sign-Off form, you can 
request your Director to carry out a review.  Your Director will investigate the matter 
and review the decision.  During meetings, you can bring in a support person. 
 
4.2 Review of the decision made by the Assessment Panel – Career Progression 
 
If you wish to request a review of the decision made by the Panel for progression from 
Level 4 to Level 5, you must: 
 
1. Request feedback from the Director who initially assessed your Portfolio of 

Evidence.  This is an opportunity to receive feedback and discuss concerns 
regarding the assessment.  It is likely that the issue can be easily resolved at this 
stage.  During any meetings, you can bring in a support person. 

 
2. Depending on the outcome of the discussion with the Director, you may decide to 

make a formal request for a review of the decision made by Panel.  Such a 
request must be made in writing to the Panel. 

 
3. The Panel will investigate the matter and review the decision.  You will be given the 

opportunity to formally present your case.  During any meetings, you can bring in a 
support person.  The Panel will consider your request and make a decision based 
on the evidence presented by you, and if relevant your referees, to the Panel. 

 
4. The Panel submits a recommendation to the Executive Director. 
 
5. The Executive Director makes the final decision. 
 
5. Conclusion 
 
This Inspector Information Handbook has been provided to assist you in 
understanding all the requirements of Career Progression from Level 4 to Level 5.   
It is important to read and understand all the information before completing each task 
and before applying for the formal assessment. 
 
It is your responsibility to ensure that you gather the evidence for each task, and that 
you meet the job related requirements, before applying for progression from Level 4 to 
Level 5.   
 
It is essential that you understand the requirements for the required tasks which are 
mapped to units of competency in the Diploma of Government (Workplace 
Inspection).  To ensure that the required tasks are completed in time, you need to plan 
ahead and discuss your work requirements with your Team Manager.   
 
Each task has been mapped against units of competence in the Diploma of 
Government (Workplace Inspection).  Failure to submit the evidence for the required 
tasks may affect your progression from Level 4 to Level 5 and the ability to be 
assessed as competent. 
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Further information about the Diploma of Government (Workplace Inspection) is 
provided in the Background Information Booklet Diploma of Government (Workplace 
Inspection). 
 
We look forward to your Career Progression from Level 4 to Level 5 in recognition of 
your highly developed skills and knowledge as a professional WorkSafe inspector.   
 
If you require assistance with any part of the Portfolio of Evidence process, please 
contact your Team Manager or the Training Coordinator, Inspector Development and 
Training. 
 
6. Transitional arrangements for current Level 4 inspectors 
 
The updated Career Progression 4-5 system applies to all new and existing Level 4 
inspectors.   
 
Level 4 inspectors who have completed tasks under the Career Progression system 
linked to the old PSP51904 Diploma of Government (Workplace Inspection), can 
transfer equivalent tasks into their new Portfolio of Evidence.  A conversion table 
detailing the conversion of old tasks to new tasks is available to assist with converting 
evidence to the new Portfolio of Evidence.  
 
All evidence that has been transferred from the old to the new Portfolio of Evidence 
must be signed off by the Team Manager on the new Sign-Off form behind Tab 4. 
 
7. Review of the system 
 
The Career Progression Level 4-5 system was reviewed and revised in March 2017.  
The system will be reviewed every two years.   Clause 58 (Notification of Change) of 
the Public Service Award 1992 applies to any major changes to the system that are 
likely to have significant effects on inspectors. 
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Attachment 1: Overview Career Progression Process 
 

Recruitment and Selection New inspectors are selected through the usual departmental recruitment and 
selection process. 

Induction and Coaching Program Successful inspectors: 
• undertake the Inspector Induction and Coaching Program; 
• obtain their unconditional Certificate of Appointment; and  
• achieve permanency. 

Conditions for Career Progression 
from Level 4 to Level 5 

• Inspector has been at Level 4 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 4 
• Certificate IV in OHS/WHS or Diploma in OHS/WHS or higher OHS qualification 

or equivalent relevant experience. 

Portfolio of Evidence Process Inspectors receive a lever arch file (Portfolio of Evidence), which includes the details 
of the tasks, conditions, types and quantities of evidence to be submitted for four 
common work tasks performed by WorkSafe inspectors in the course of the normal 
duties. 

Collect Evidence Inspectors begin to collect evidence against each task. 

Prepare application for Progression 
to the Level 5 

Once the evidence for progression to Level 5 has been collected, the inspector 
prepares their Portfolio of Evidence, including a formal application letter addressed 
to the Assessment Panel – Career Progression.  

Submit Portfolio of Evidence The inspector first asks their Team Manager to sign off the tasks.  The Team 
Manager verifies that the evidence submitted for the required tasks is the work of 
the inspector, that it is of sufficient quantity and quality and that it is indicative of the 
inspector’s general level of performance.  The Team Manager then signs off the 
Sign-Off form for the successfully completed tasks. 

The inspector then submits the Portfolio of Evidence to the Training Coordinator, 
Inspector Development and Training. 

Assessment Process The Assessment Panel – Career Progression consisting of three Directors, a 
representative nominated by the Director Human Resources and the Training 
Coordinator, Inspector Development and Training reviews the application and the 
evidence submitted to determine competence.  At least 2 of the Panel members will 
possess Statements of Attainment for the four (4) assessment units of competency 
from the Certificate IV in Training and Assessment or equivalent, with one of those 
two possessing the Certificate IV in Training and Assessment or equivalent. 

Gaps identified If any gaps are identified in meeting the job related requirements or determining 
competency, the inspector will be requested to gather additional evidence or 
undertake training and/or workplace development before re-submitting their evidence. 

Review of Decision Where a Team Manager refuses to sign off a task, the inspector can request their 
Director to review the decision.   
Where the inspector wishes to request a review of the decision made by the 
Assessment Panel – Career Progression, the inspector needs to first request feedback 
from the Director.  If not resolved, the inspector may make a formal request for a 
Review of Decision to the Assessment Panel – Career Progression.  The Panel 
submits their recommendation to the Executive Director who makes the final decision. 

Progression to Level 5 If the inspector has demonstrated that they meets the job related requirements and 
competencies, then then the Panel will forward a recommendation for Career 
Progression to Level 5 to the Executive Director WorkSafe. The Executive Director 
WorkSafe will review the recommendation and approve or decline the application. 

Police check A satisfactory National Police Certificate or National Police History Check must be 
obtained (process undertaken by Department of Commerce at no cost to the 
inspector). 
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Attachment 2: Tasks for Career Progression to Level 5 
 
CAREER PROGRESSION FROM LEVEL 4 TO 5 
 
Conditions 
 
• Inspector has been at Level 4 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 4 
• Certificate IV in OHS/WHS or Diploma in OHS/WHS or higher OHS qualification or 

equivalent relevant experience. 
 
Required tasks 
 
Before submitting your Portfolio of Evidence for Career Progression to Level 5, include the 
following evidence and tasks in your Portfolio of Evidence: 
• Tab 2: Certified copies of qualifications in OHS/WHS (if any). 
• Tab 3: Performance Review and Development forms of the last 12 months and your 

operational statistics from the date you have obtained your unconditional Certificate of 
Appointment and of the last 12 months prior to this application. 

 
Task 1 Undertake induction and coaching 
• Task 1.1 - A copy of the Induction Curriculum.  (Inspector Development and Training will 

be able to provide this). 
• Task 1.2 - A copy of your completed Inspector Development Coaching form or equivalent. 
• Task 1.3 - A copy of the Certificate of Completion of the Accountable and ethical decision 

making online training. 
• Task 1.4 - Details of eight (8) workplace visits that you have attended as part of your 

coaching program, whilst holding a conditional Certificate of Appointment.  
Details must include:  
o copies of WISE investigations; 
o copies of your contemporaneous notes (for example, from your notebook, diary and 

industry checklist); and 
o notes of your debrief with your coach after each visit. 
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy 

 
Task 2 Issue improvement notices and give verbal directions 
• Task 2.1 - Twelve (12) Improvement notices, relating to twelve (12) different 

breaches/issues. 
• Task 2.2 - Three (3) verbal directions recorded in WISE that were rectified during an 

inspection while you were at the workplace.  In WISE, the verbal direction is recorded as 
follows: Activity Type: Visit/Inspection and Action Type: Gave Verbal Direction(s). 

 
Task 3 Take contemporaneous notes 
• Task 3.1 - Information recorded by you in your inspector notebook/diary and/or industry 

checklist relating to six (6) workplace visits that you have conducted after you have been 
issued with your unconditional Certificate of Appointment pursuant to section 42 of the 
Occupational Safety and Health Act 1984.   
Details MUST include:  
o date, entry and departure times; 
o name of the workplace/legal entity; 
o address of the workplace; 
o name/s of person/s spoken to on site; 
o outcome of discussion/s with person/s spoken to; 
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o issues identified on site (notes, verbal directions); 
o any advice given to the person including reference to various Codes of Practice or 

other guidance material; and 
o where relevant any follow up action to be undertaken by the inspector. 

 
Task 4 Conduct investigations after obtaining your unconditional Certificate of 
Appointment 
• Task 4.1 - Ten (10) completed investigations recorded in WISE.   Each investigation must 

have been conducted after obtaining your unconditional Certificate of Appointment.   
Check that your investigations in WISE are entered in accordance with the Quality 
Investigation Policy. 

• Task 4.2 - Copies of at least 20 (twenty) business cards obtained from workplaces you 
have visited.  Each business card should show the name and job title of the person you 
have dealt with. 
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1. Introduction 
 
The Career Progression system Level 5-6 is a pathway for inspectors to advance from 
Level 5 to Level 6 based on demonstration of certain capabilities as well as the 
achievement and positive impact on Occupational Safety and Health (OSH) outcomes.  
 
For career progression from Level 5 to Level 6, you need to demonstrate capability 
and impact on OSH outcomes across the following four criteria: 
1. Investigation and Enforcement 
2. Influence 
3. Technical Expertise 
4. Teamwork, Mentoring and Coaching 
 
Attachment 2 details the various levels of capability and impact for each of the above 
criteria.  Each level of capability and impact is assigned a number of points.  To attain 
Level 6, you will need to demonstrate a consistent and ongoing level of capability and 
impact across the 4 criteria that equates to eleven (11) points as follows: 

Level Change Requirement 

General Inspector 
Level 5 to General 
Inspector Level 6 

Minimum of 11 points in total including a minimum of 3 
points from Investigation and Enforcement.  
The remaining eight (8) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria.  

The points attained for each level within a criterion do not accumulate.  
 
You must also demonstrate that you meet the job related requirements listed in the 
Job Description Form (JDF) for Level 6.  Assessment of capability and impact is 
based on the production of a Portfolio of Evidence. 
 
Your Portfolio of Evidence must contain evidence of your capability and the impact your 
work has had under each criteria.  Your capability and impact can be demonstrated in a 
variety of situations and contexts.  The details in Attachment 2 have been written to help 
you determine the type/s and quantity of evidence you need to gather to support your 
claim of capability and impact prior to submission of your Portfolio of Evidence for formal 
assessment by the Assessment Panel – Career Progression (the Panel). 
 
The process of gathering evidence requires you, in consultation with your Team 
Manager, to make judgements about your capability and impact.  It is your 
responsibility to ensure that you gather the required evidence for each of the criteria, 
and that you meet the job related requirements, before applying for progression from 
Level 5 to Level 6.  It is essential that you make yourself familiar with this Handbook 
and that you plan ahead to ensure that you have gathered the required evidence to 
demonstrate the capability and impact required for progression to the next level. 
 
This Handbook provides information on the Career Progression system and the 
preparation of your application and Portfolio of Evidence for progression to Level 6.  
An overview of the Career Progression process is provided in Attachment 1.  
 
If you require any assistance, please do not hesitate to contact the Training Coordinator, 
Inspector Development and Training, your Team Manager or your Director. 
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2. Flowchart Career Progression from Level 5 to 6 
 

  

Inspector Level 5 

Attain Diploma in OHS/WHS 
Attain Diploma of Government (Workplace Inspection) through 20/23 tasks 

Collect evidence for Portfolio of Evidence 

Satisfactorily met evidence requirements/conditions to progress to Level 6 

Submit Portfolio of Evidence for formal assessment 

Assessment Panel – Career Progression reviews the application letter and 
evidence submitted and interviews the inspector, Team Manager and referees 

Is additional 
evidence required 
major or minor? 

Meets Panel 
requirements  

Additional 
evidence 

collected 1) 
Recommendation 
reviewed by ED 

WorkSafe 

Meets 
requirements  

Progression to 
Level 6 

Major 

Minor 

No 

Yes 

No 

Yes 

1) Only one opportunity to collect additional evidence 
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3. Preparing your Portfolio of Evidence and application 
 
3.1 Evidence required for progression to Level 6 
 
It is your responsibility to take the initiative to identify the work that demonstrates the 
requirements of the criteria, and to prepare your submission. 
 
Unlike progression from Level 4 to Level 5, we have not specified the nature of the 
evidence required to progress from Level 5 to Level 6.  While you do need to 
demonstrate the required level of capability and impact on OSH outcomes, the form of 
the evidence is deliberately left open so as not to limit the nature of the evidence you 
can utilise. This is consistent with the expectation of an inspector performing at Level 6.  
That is, a Level 6 inspector is expected to deliver outcomes.  For this application to be 
successful, you are required to demonstrate you have the requisite level of capability 
and your work has an impact on OSH outcomes.  The difference between outputs and 
outcomes is explained in Attachment 4.  
 
3.2 Where and how to start? 
 
Read the criteria detailed in Attachment 2 and attributes of inspectors in senior 
positions in Attachment 5.  These attachments will help you gain an understanding of 
what is expected at Level 6.  It is important that you read and understand 
the requirements of the successive levels for each of the criteria so that you can plan 
ahead and collect a variety of examples in support of your claims.  
 
Make sure that you always provide your best evidence.  It is not about the quantity of 
the evidence.  It is about the quality of your evidence.  It is also important that you 
complete the evidence and that the evidence is indicative of your consistent and 
ongoing level of performance. The more current the evidence, the greater the 
credence it will have with the Assessment Panel - Career Progression. 
 
Discuss the requirements of the process with your Team Manager or equivalent and 
plan your Career Progression through informal meetings and formal Performance 
Review and Development meetings. 
 
The evidence you submit for assessment should clearly demonstrate how your work has 
demonstrated the required level of capability and impact for the criterion being addressed. 
 
The evidence could be from a variety of sources you consider to be relevant to the 
demonstration of your capability and impact against that criterion. 
 
3.3 The Role of the Team Manager 
 
Your Team Manager plays a significant role in supporting you by: 
• creating a learning environment; 
• assisting you through the evidence gathering process; 
• planning appropriate development activities and opportunities with you to enable 

you to attain and demonstrate the required level of capability and impact, during 
informal meetings and Performance Review and Development meetings; 

• providing feedback on the evidence gathered; and 
• where practicable, providing you with opportunities to undertake assignments that 

enable you to gather the required evidence. 
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Refer to the Team Manager Information Handbook for more information about the role 
of the Team Manager. 
 
If you find you are unable to secure opportunities to obtain the required evidence, 
discuss this in first instance with your Team Manager.  If the Team Manager is unable 
to assist, you should consult with the Director. 
 
When you have gathered the required evidence for a criterion, get your Team 
Manager to sign off:  
• that they have sighted the required evidence;  
• that the evidence is YOUR work; and  
• that the evidence is indicative of your general level of performance. 
 
An example of a Team Manager Sign-Off form for Career Progression 5-6 and 
Specified Calling 1-2 and 2-3 is provided in Attachment 6.   
 
3.4 Preparing your Portfolio of Evidence for submission 
 
Once you have completed the requirements for progression from Level 5 to Level 6 and 
you are of the opinion that you meet the job related requirements in the Job Description 
Form for a Level 6 WorkSafe inspector, you must prepare an application letter. 
 
You need to include in your application letter: 
• that you are applying to progress from Level 5 to Level 6; 
• the number of months you have been employed as an inspector at Level 5; 
• your OHS/WHS or other qualifications  [attach certified copies of Diploma in OHS 

or higher level qualification and the Diploma in Government (Workplace 
Inspection)]; and 

• the names of at least three (3) referees including your Team Manager and at least 
one WorkSafe inspector  at Level 6 or higher.  All referees need to be in a position 
to comment on your level of capability and impact on one or more of the criterion.  
This means that you must have worked with these referees. 

 
Place your evidence for the four criteria in the Portfolio of Evidence.  Ensure that 
your Team Manager has signed off the Sign-Off form for the evidence you submit. 
 
Include a copy of your latest Performance Review and Development form in the 
Portfolio of Evidence.  
 
If you wish to include any additional evidence, please include this behind the 
required evidence in your Portfolio of Evidence. 
 
3.5 Submitting your Portfolio of Evidence 
 
It is your responsibility to ensure that the evidence provided demonstrates the level of 
capability and impact required across the four criteria to meet the requirements for 
progression from Level 5 to Level 6. 
 
If your application is successful, you will be back paid Level 6 from the date you 
submitted your application. 
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Please forward your Portfolio of Evidence and application letter to the Training 
Coordinator, Inspector Development and Training. Your application will be treated as 
confidential. 
 
Your Portfolio will be returned to you after the Assessment Panel – Career 
Progression has finalised their assessment. 
 
For progression from Level 5 to Level 6, the Assessment Panel – Career Progression 
will keep the Assessment Outcome form and Summary on the relevant Objective file 
with the Panel’s report.  This means there is sufficient information on file if the 
decision is reviewed. 
 
3.6 The Role of the Assessment Panel – Career Progression 
 
The membership of the Assessment Panel – Career Progression will be determined 
by the Executive Director WorkSafe. 
 
It is the role of the Panel to: 
• review your Portfolio of Evidence and application letter for Career Progression 

from Level 5 to Level 6, the submitted evidence and the information provided 
during interviews; 

• make an assessment whether or not you meet the requirements for progression 
from Level 5 to Level 6; and 

• make a recommendation whether or not the you meet the criteria for Career 
Progression from Level 5 to Level 6. 

 
The Panel consists of three Directors, a representative nominated by the Director 
Human Resources, the Training Coordinator, Inspector Development and Training 
and one Panel member from a Government Agency outside WorkSafe, who is 
experienced in investigatory and regulatory activity. 
 
One Panel member, being a Director from a Directorate other than the Directorate in 
which you work, assesses the Portfolio of Evidence.  The relevant Director presents 
their assessment to the Panel.  If required, the Panel can request a subject matter 
expert deemed appropriate to review specific evidence, as part of the assessment. 
 
If the Panel considers your Portfolio of Evidence to be adequate, the Panel interviews 
your Team Manager and one or two of your referees.  The Panel will always interview 
you, to clarify any questions in relation to your application.  You must be able to 
explain to the Panel why you think you are ready for Career Progression to the next 
level.  The Panel then reviews all the information to determine suitability for 
progression from Level 5 to Level 6. 
 
If your evidence does not meet the requirements to progress to the next level, the 
Panel will decide if additional evidence is required.  If the additional evidence required 
is deemed minor, you will be asked to provide the additional evidence to the Panel 
before a final decision is made.  The Panel will advise you of the timeframe you have 
to submit this evidence.  If the additional evidence required is deemed major, you will 
be advised accordingly.  In this case, you will need to resubmit your application. 
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4. Review of the Decision 
 
4.1 Review of the decision made by Team Manager 
 
Where a Team Manager refuses to complete the Sign-Off form, you can request your 
Director to carry out a review.  Your Director will investigate the matter and review the 
decision.  During meetings to this effect, you can bring in a support person. 
 
4.2 Review of the decision made by the Panel 
 
If you wish to request a review of the decision made by the Panel for progression from 
Level 5 to Level 6, you must: 
 
1. Request feedback from the Director who initially assessed your Portfolio of 

Evidence.  This is an opportunity to receive feedback and discuss concerns 
regarding the assessment.  It is likely that the issue can be easily resolved at this 
stage.  During any meetings, you can bring in a support person. 

 
2. Depending on the outcome of the discussion with the Director, you may decide to 

make a formal request for a review of the decision made by the Panel.  Such a 
request must be made in writing to the Panel. 

 
3. The Panel will investigate the matter and review the decision.  You will be given 

the opportunity to formally present your case.  During any meetings, you can bring 
in a support person.  The Panel will consider your request and make a decision 
based on the evidence presented by you, and if relevant your referees, to the 
Panel. 

 
4. The Panel submits a recommendation to the Executive Director. 
 
5. The Executive Director makes a final decision. 
 
5. Conclusion 
 
The Career Progression 5-6 system is based on demonstrating outcomes and it 
allows you to use and develop your skills, experiences, knowledge and motivation to 
achieve the requisite 11 points for progression from Level 5 to Level 6. 
 
It is your responsibility to ensure that you gather the required evidence for each 
criterion and that you meet the job related requirements, before applying for 
progression from Level 5 to Level 6.   
 
It is essential that you understand the requirements for each criterion and complete 
the collection of evidence.  To ensure that you gather the required evidence, you need 
to plan ahead and discuss your work requirements with your Team Manager. 
 
We look forward to your Career Progression from Level 5 to Level 6 in recognition of 
your highly developed capability and impact as a professional WorkSafe inspector.   
 
If you require assistance with any part of the application process, please contact the 
Training Coordinator, Inspector Development and Training, your Team Manager or 
your Director. 
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6. Review of the system 
 
The Career Progression 5-6 system was reviewed and revised in March 2017.  The 
system will be reviewed every two years.  Clause 58 (Notification of Change) of the 
Public Service Award 1992 applies to any major changes to the system that are likely 
to have significant effects on inspectors.   
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Attachment 1: Overview Career Progression process 
 

Recruitment and Selection New inspectors are selected through the usual departmental recruitment 
and selection process. 

Induction and Coaching 
Program 

Successful inspectors: 
• undertake the Inspector Induction and Coaching Program; 
• obtain their unconditional Certificate of Appointment; and  
• achieve permanency. 

Conditions for Career 
Progression to Level 6 

• Inspector has been at Level 5 for a period of 12 months 
• Satisfactory performance at Level 5 
• Diploma in OHS/WHS or other approved equivalent qualification 
• Diploma in Government (Workplace Inspections) through 20/23 task 

system. 
Collect Evidence Inspectors begin to collect evidence against each criterion. 

Prepare application for 
Progression to Level 6 

Once the evidence for each criterion has been collected, the inspector 
prepares their Portfolio of Evidence, including a formal application letter 
addressed to the Assessment Panel – Career Progression.  

Submit Portfolio of Evidence The inspector first asks their Team Manager to sign off the evidence 
collected for each criterion.  The Team Manager verifies that the evidence 
submitted for each task is the work of the inspector and that it is indicative 
of their general level of performance.  
The inspector then submits the Portfolio of Evidence to the Training 
Coordinator, Inspector Development and Training. 

Assessment Process The Assessment Panel – Career Progression consisting of three Directors, 
a representative nominated by the Director Human Resources and the 
Training Coordinator Inspector Development and Training reviews the 
application and the evidence submitted to determine competence.  There 
will be one Panel member who is from a Government Agency outside 
WorkSafe and who is experienced in investigatory and regulatory activity. 

Gaps identified If any gaps are identified in the evidence, the inspector will be requested to: 
• if evidence required is minor, provide the additional evidence in the 

timeframe required; 
• if evidence required is major resubmit their application. 

Review of Decision Where a Team Manager refuses to sign off evidence for a criterion, the 
inspector can request their Director to review the decision.   
Where the inspector wishes to request a review of the decision made by the 
Assessment Panel – Career Progression, the inspector needs to first request 
feedback from the Director who has initially assessed the Portfolio of 
Evidence.  If not resolved, the inspector may make a formal request for a 
Review of Decision to the Assessment Panel – Career Progression.  The 
Panel submits their recommendation to the Executive Director who makes 
the final decision. 

Progression to Level 6 If the inspector has demonstrated that they meet the job related 
requirements against the criteria, then the Panel will forward a 
recommendation for Career Progression to Level 6 to the Executive Director 
WorkSafe.  The Executive Director WorkSafe will review the 
recommendation and approve or decline the application. 

Police check A satisfactory National Police Certificate or National Police History Check 
must be obtained (process undertaken by Department of Commerce at no cost to 
the inspector). 
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Attachment 2: Criteria for Career Progression to Level 6 
 

1. Investigation and Enforcement 

Criterion 1: This criterion shows the increase in the level of capability required to achieve 
Occupational Safety and Health (OSH) outcomes, as the complexity* of the investigation and 
enforcement factors increase. 
 
The inspector will effectively apply investigation and enforcement capabilities to positively impact 
OSH outcomes. Inspectors will be able to demonstrate: 
• production of quality investigation reports; 
• gathering of quality evidence that addresses all elements; 
• ability to enforce the Act/Regulations; and 
• an astute investigatory and problem solving approach. 
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will also demonstrate: 
• quality presentations of evidence in environments of moderate complexity; or 
• effective investigations to identify and develop workplace/industry or hazard-based 

solutions. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity the inspector will further demonstrate: 
• quality presentations of evidence in the relevant court or tribunal; or 
• development of approaches to systemic OSH problems;  

and 
• effective investigations that are expected to result in prosecution; or 
• effective investigations to identify issue(s) and develop workplace/ industry or hazard-

based solutions;  
and 

• a strategic approach to investigations and enforcement. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
investigation and enforcement capability, the inspector also: 
• is sought out by a broad range of industry or regulatory stakeholders to advise on, or 

assist with investigation and enforcement activities.  Through these investigation and 
enforcement activities, the inspector achieves advances in OSH outcomes. 

 

4 pts 

 
 
 
 

                                            
* See notes on complexity in Attachment 3 on page 14. 
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2. Influence 

Criterion 2: This criterion shows the increase in the level of influence required to achieve 
Occupational Safety and Health (OSH) outcomes as the complexity* of the interpersonal 
dynamics, intergroup dynamics, relationship management, change management, and/or politics 
increase.  
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 

In environments of low complexity, the inspector will effectively apply interpersonal skills 
with stakeholders in a manner that enables: 
• the execution of routine inspection activities; and 
• the provision of advice to stakeholders. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact on OSH outcomes. Examples may include: 
• influencing of various levels of managers; and 
• influencing stakeholder associations such as unions, professional associations or 

industry bodies, in a context that is deemed moderately complex; and 
• with only broad direction, working with other agencies and having the required 

influence. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact strategically on OSH outcomes. Examples may include: 
• influencing stakeholder associations such as unions, professional associations or industry 

bodies, in a context that is deemed highly complex; and 
• building and maintaining industry engagement; and 
• without direction, working with other agencies and having the required influence. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
influence capability, the inspector also: 
•  is sought out by a broad range of stakeholders to participate in various industry or 

government forums, and through these forums, achieves advances in OSH outcomes; 
and 

• influences multiple stakeholder associations such as unions or industry bodies, in a 
context that is deemed highly complex. 

 

4 pts 

 
 
   

                                            
* See notes on complexity in Attachment 3 on page 14. 
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3. Technical Expertise – General Inspector 

Criterion 3: This criterion shows the progression in the level of technical expertise required, as 
evidenced by peer or external recognition, to deliver increasing impact in Occupational Safety and 
Health (OSH). This criterion requires a demonstrated commitment to individual professional learning 
and development. 
Level A.  The inspector will demonstrate the requirements in the criterion above by having 
professional credibility with colleagues in his/her project/work teams and a commitment to 
his/her own learning and development. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates they are regarded by internal and external colleagues and stakeholders in 

their project(s) or equivalent as a value-adding inspector capable of undertaking 
inspection activities independently; and 

• demonstrates progress in his/her own relevant learning and development activities; and 
• demonstrates capacity to effectively translate technical information of a moderately 

complex nature into a form suitable for utilisation in policy and/or education application. 
 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above.   

At the higher level, the inspector: 
• holds a Diploma in Government (Workplace Inspection) through 23 tasks; and 
• holds a Diploma or equivalent qualification in OSH or holds an approved* equivalent 

qualification relevant to the role; and 
• is regarded by internal colleagues and, external clients and stakeholders of WorkSafe, 

as a subject matter expert (SME) in one or more topics relevant to WorkSafe; and 
• demonstrates willingness and ability to develop expertise in a technical area relevant to 

WorkSafe, such that he/she is regarded as a SME in this newly developed area; and 
• demonstrates capacity to effectively translate technical information of a highly complex 

nature into a form suitable for utilisation in policy and/or education application; and 
• without direction, consistently executes duties in a manner that aligns with the strategic 

focus of WorkSafe; and 
• demonstrates learning and development activities to maintain contemporary knowledge 

and skills. 
 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level.  

At the higher level, the inspector: 
• holds a degree or equivalent qualification in OSH, or in another area of demonstrable 

value to their role in WorkSafe; and 
• is regarded by internal and external colleagues and stakeholders of WorkSafe as a SME 

in a broad range of topics relevant to WorkSafe or due to his/her professional expertise, is 
sought out by a wide range of industries for their professional expertise; and  

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

4 pts 

 

 

*The WorkSafe Commissioner will assess whether the qualification is approved. 
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4. Teamwork, Mentoring and Coaching 

Criterion 4: This criterion recognises the value to WorkSafe of those staff who utilise their time in the 
effective development of other WorkSafe officers. 
This criterion shows the level of progression in team and mentoring/coaching skills.  All employees 
are expected to work effectively in all teams in which they are a member.  This includes the team of 
WorkSafe.  A description of an effective team member is described under Level A below. 
Level A.  The inspector will demonstrate the requirements in the criterion above.   

The inspector:  
• aligns all activities with WorkSafe’s strategic direction; 
• is open, communicative and cooperative in providing information/knowledge to others 
• is receptive to, and acts on mentoring that is provided to them.  Contributes ideas of 

value. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates consistent sharing of professional expertise and departmental knowledge; 

and 
• demonstrates sound understanding of self and individual differences.  

Is supportive of other people in their ideas and thoughts.  Delivers and accepts critique 
professionally; and 

• for information/knowledge skills considered routine, is recognised by his/her colleagues 
within his/her team/project as being a willing and effective coach and mentor.  This 
will be demonstrated by evidence that his/her personal mentoring and coaching has 
been a factor in the professional development of a number of staff. 

 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered moderately complex, is also recognised by 

their colleagues across his/her directorate or equivalent as being a willing and 
effective coach and mentor.  This will be demonstrated by evidence that his/her 
personal mentoring and coaching has been a factor in the professional development of 
a number of staff across the directorate. 

 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered highly complex, is also regularly sought out 

by their colleagues from across WorkSafe to provide coaching and mentoring.   
This will be demonstrated by evidence that his/her personal mentoring and coaching 
has been a factor in the professional development of a number of staff from across 
WorkSafe. 

 

4 pts 
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Attachment 3: Notes on complexity 
 
Notes on complexity 
 
The factors that increase the complexity of the inspector’s work environment include, 
but are not limited to: 
 
• Existence of several duty holders. 

• When an incident/injury is over time, e.g. back injuries. 

• Level of legal representation. 

• Evidence is technically complex, e.g.: 

o Hardware and systems 

o Engineering systems 

o Chemical issues 

o Robotics 

• Delay between the incident and investigation. 

• Cross cultural issues. 

• Organisational dynamics. 

• Organisational culture. 

• Lack of co-operation of stakeholders. 

• Work and non-work factor interacting, e.g. health. 

• Injury to non-workers. 

• Dynamics with stakeholders. 
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Attachment 4: Outputs and outcomes 
 
The required evidence for Career Progression must focus on outcomes, while also 
providing evidence of the means (outputs) by which the outcomes are achieved. 
 
Outcomes are the effects, consequence and/or results of the delivery of outputs. 
These are to be aligned with WorkSafe’s strategic directions. 
 
Outputs are services provided by WorkSafe through for instance workplace visits, 
investigations and projects.  Outputs can never be outcomes.  They are the means by 
which outcomes are achieved.  Outputs are described in terms of what they are, not 
what they are intended to achieve. 
 
On occasion, an inspector may achieve outputs but their outcomes remain unrealised.  
Where outputs were of quality and in line with management directions, they may be 
accredited with the points for the level of output produced. 
 
Where outcomes/outputs are achieved as part of a team or while working under 
supervision, the evidence must specify what the contribution of the inspector was and 
what the inspector has delivered to the outputs/outcomes.  In those circumstances the 
inspector must provide supporting evidence in relation to their role and the level of 
supervision. 
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Attachment 5: Attributes of inspectors in senior positions (i.e. L6 or SC L3)*) 
Strategic focus 
• Connect to strategic approach 
• Connection with where WorkSafe is going as an organisation  
• Judgment in boundary of WorkSafe role 
Self-management 
• Is a high achiever 
• Is self-motivated 
• Is highly productive 
• Has efficient time management skills 
• Has high integrity and ethical conduct behaviour 
• Is persistent 
• Needs only to be told once 
• Has a practical approach 
• Is a fast learner 
Investigation and enforcement 
• Produces quality investigation reports and briefs of evidence 
• For more complex matters, produces good quality evidence, that addresses all elements 
• Plans work so that reactive and proactive work is thorough and completed within agreed timeframes 
• Conducts inspections that lead to improved safety and health in workplaces in highly complex situations 
• Inspires employers and workers to ensure workplaces are safe through partnership, education and enforcement 
• Influences employers to voluntarily comply and implement safety management systems/systemic solutions 
• Has good verbal and written communication skills 
• Is a competent inspector/investigator 
• Is fair-minded 
• Has ability to accurately enforce the Act/Regulations 
• Appreciates what constitutes elements/evidence 
• Has the ability to work out the main problem and to focus on the objectives of the investigation/required 

enforcement action 
• Has good listening skills 
• Has good analytical skills 
• Asks the right questions at the right time 
Influence 
• Is highly cognitive and has high emotional intelligence 
• Is a good communicator/persuader 
• Identifies and engages stakeholders 
• Influences external stakeholders through engagement/training/coaching 
Technical expertise 
• Has technical knowledge and expertise 
• Has theoretical/practical skills in a specialty area 
• Holds relevant qualifications or equivalent 
• Commits to personal and professional development 
• Is regarded by stakeholders as a value adding inspector/subject matter expert 
• Has the ability to translate research/specialist information into a form suitable for policy/inspector/workplace use 
Teamwork, mentoring and coaching 
• Trains and coaches others – internal 
• Works well independently and in a team 
• Shares information/knowledge skills within WorkSafe 

*) To be read in conjunction with the job description form (JDF) of the relevant senior position 
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Attachment 6: Team Manager Sign-Off form 
 

CAREER PROGRESSION 5-6 - SC1-2 - SC2-3 
 

TEAM MANAGER SIGN-OFF FORM 

 
Inspector’s Name:  ____________________________________________ 
 
Team / Directorate   ____________________________________________ 
 
 
This is to certify that I,  ________________________________________  
                                                 (Please Print Name Team Manager) 
 
have sighted the evidence provided against __________________________1) 
for progression to Level ________________2) 
 
 

The evidence sighted has been completed by the candidate and is 
indicative of their general level of performance. 

 
 
Comments Team Manager3) 

 
The evidence sighted relates to Objective file: (if applicable) 
 
WS_______________________ 
 

 
Team Manager’s Signature   ___________________  Date:  _____________ 
 
 
Inspector’s Signature    ______________________   Date:  _____________ 
 
 

 

1) Please indicate the criterion number  
2) Please indicate the level the inspector is applying for 
3)  Include comments, if any, in relation to the statement that evidence is completed by the 
candidate and that it is indicative of their general performance 
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1. Introduction 
 
The Career Progression system is a pathway for inspectors appointed at Level 1 
specified calling to progress to Level 2 specified calling and for inspectors appointed 
at Level 2 specified calling to progress to Level 3 specified calling. Progression to the 
next level is based on demonstration of certain capabilities as well as the achievement 
and positive impact on Occupational Safety and Health (OSH) outcomes.  
 
For career progression within specified calling, you need to demonstrate capability 
and impact on OSH outcomes across the following four criteria: 
1. Investigation and Enforcement 
2. Influence 
3. Technical Expertise 
4. Teamwork, Mentoring and Coaching 
 
Attachment 2 details the various levels of capability and impact for each of the above 
criteria.  Each level of capability and impact is assigned a number of points.              
To progress, you will need to demonstrate a consistent and ongoing level of capability 
and impact across the 4 criteria that equates to accumulation of points as follows: 
 

Level Change Requirement 

Specified Calling 1 
to Specified 
Calling 2 

Minimum of 8 points in total including a minimum of 2 
points from Technical Expertise. 
The remaining six (6) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria.   

Specified Calling 2 
to Specified 
Calling 3 

Minimum of 11 points in total including a minimum of 3 
points from Technical Expertise. 
The remaining eight (8) points can be drawn from any of the 
other criteria but at least one (1) point must be attained from 
each of the other three (3) criteria. 

The points attained for each level within a criterion do not accumulate.  
 
You must also demonstrate that you meet the job related requirements listed in the 
Job Description Form (JDF) for the specified calling level being sought.  Assessment 
of capability and impact is based on the production of a Portfolio of Evidence. 
 
Your Portfolio of Evidence must contain evidence of your capability and the impact 
your work has had under each criterion.  Your capability and impact can be 
demonstrated in a variety of situations and contexts.   
 
The details in Attachment 2 have been written to help you determine the type/s and 
quantity of evidence you need to gather to support your claim of capability and impact 
prior to submission of your Portfolio for formal assessment by the Assessment Panel – 
Career Progression (the Panel). 
 
The process of gathering evidence requires you, in consultation with your Team 
Manager, to make judgements about your capability and impact.  
 
It is your responsibility to ensure that you gather the required evidence for each of the 
criteria, and that you meet the job related requirements, before applying for 
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progression to the next level.  It is essential that you make yourself familiar with this 
Handbook and that you plan ahead to ensure that you have gathered the required 
evidence to demonstrate the capability and impact required for progression to the next 
specified calling level. 
 
This Handbook provides information on the Career Progression system and the 
preparation of your application and Portfolio of Evidence for progression to specified 
calling Levels 2 and 3.  An overview of the Career Progression process is provided in 
Attachment 1.  
 
If you require any assistance, please do not hesitate to contact the Training 
Coordinator, Inspector Development and Training, your Team Manager or your 
Director. 
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2. Flowchart Career Progression Specified Calling 
 

  

Current Level 

Completion of Inspector Coaching Program; Permanency Achieved; and 
Unconditional Certificate of Appointment Obtained 

Collect evidence for Portfolio of Evidence 

Satisfactorily met evidence requirements/conditions to progress to next level 

Submit Portfolio of Evidence for formal assessment 

Assessment Panel – Career Progression reviews the application letter and 
evidence submitted and interviews the inspector, Team Manager and referees 

Is additional 
evidence required 
major or minor? 

Meets Panel 
requirements  

Additional 
evidence 

collected 1) 
Recommendation 
reviewed by ED 

WorkSafe 

Meets 
requirements  

Progression to  
next Level 

Major 

Minor 

No 

Yes 

No 

Yes 

1) Only one opportunity to collect additional evidence 
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3. Preparing your Portfolio of Evidence and application 
 
3.1 Evidence required for progression to next Level 
 
It is your responsibility to take the initiative to identify the work that demonstrates the 
requirements of the criteria, and prepare your submission. 
 
While you do need to demonstrate the required level of capability and impact on OSH 
outcomes, the form of the evidence is deliberately left open so as not to limit the 
nature of the evidence you can utilise.  This is consistent with the expectation of an 
inspector performing in specified calling positions.  That is, a specified calling 
inspector is expected to deliver outcomes.  For this application to be successful, you 
are required to demonstrate you have the requisite level of capability and your work 
has an impact on OSH outcomes. The difference between outputs and outcomes is 
explained in Attachment 4. 
 
3.2 Where and how to start? 
 
Read the criteria detailed in Attachment 2.  For progression to specified calling Level 3 
also read Attachment 5: Attributes of inspectors in senior positions.  These 
attachments will help you gain an understanding of what is expected at the level being 
sought.  It is important that you read and understand the requirements of the 
successive levels for each of the criteria so that you can plan ahead and collect a 
variety of examples in support of your claims.  
 
Make sure that you always provide your best evidence.  It is not about the quantity of 
the evidence.  It is about the quality of your evidence.  It is also important that you 
complete the evidence and that the evidence is indicative of your consistent and 
ongoing level of performance. The more current the evidence, the greater the 
credence it will have with the Assessment Panel – Career Progression. 
 
Discuss the requirements of the process with your Team Manager or equivalent and 
plan your Career Progression through informal meetings and formal Performance 
Review and Development meetings. 
 
The evidence you submit for assessment should clearly demonstrate how your work has 
demonstrated the required level of capability and impact for the criterion being addressed. 
 
The evidence could be from a variety of sources you consider to be relevant to the 
demonstration of your capability and impact against that criterion. 
 
3.3 The Role of the Team Manager 
 
Your Team Manager plays a significant role in supporting you by: 
• creating a learning environment; 
• assisting you through the evidence gathering process; 
• planning appropriate development activities and opportunities with you to enable 

you to attain and demonstrate the required level of capability and impact, during 
informal meetings and Performance Review and Development meetings; 

• providing feedback on the evidence gathered; and 
• where practicable, providing you with opportunities to undertake assignments that 

enable you to gather the required evidence. 
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Refer to the Team Manager Information Handbook for more information about the role 
of the Team Manager. 
 
If you find you are unable to secure opportunities to obtain the required evidence, 
discuss this in first instance with your Team Manager.  If the Team Manager is unable 
to assist, you should consult with your Director. 
 
When you have gathered the required evidence for a criterion, get your Team 
Manager to sign off:  
• that they have sighted the required evidence;  
• that the evidence is YOUR work; and  
• that the evidence is indicative of your general level of performance. 
 
An example of a Team Manager Sign-Off form for Career Progression 5-6 and 
Specified Calling 1-2 and 2-3 is provided in Attachment 6.   
 
3.4 Preparing your Portfolio of Evidence for submission 
 
Once you have completed the requirements for progression to the next level and you 
are of the opinion that you meet the job related requirements in the Job Description 
Form for specified calling Level 2 or 3, you must prepare an application letter. 
 
You need to include in your application letter: 
• that you are applying for either specified calling Level 2 or Level 3; 
• the number of months you have been employed at your current level; 
• your qualifications  [attach certified copies of relevant qualifications]; and 
• the names of at least three (3) referees including your Team Manager and at least 

one WorkSafe inspector at the level you are seeking or higher.  All referees need to 
be in a position to comment on your level of capability and impact on one or more of 
the criterion.  This typically means that you have worked with these referees. To 
demonstrate Technical Expertise, it may be appropriate to name a referee from 
outside WorkSafe who can provide valid evidence on your Technical Expertise. 

 
Place your evidence for the four criteria in the Portfolio of Evidence.  Ensure that 
your Team Manager has signed off the Sign-Off form for the evidence you submit. 
 
Include a copy of your latest Performance Review and Development form in the 
Portfolio of Evidence.  
 
If you wish to include any additional evidence, please include this behind the 
required evidence in your Portfolio of Evidence. 
 
3.5 Submitting your Portfolio of Evidence 
 
It is your responsibility to ensure that the evidence provided demonstrates the level of 
capability and impact required across the four criteria to meet the requirement for 
progression to the next level. 
 
If your application is successful, you will be back paid the next level from the date you 
submitted your application. 
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Please forward your Portfolio of Evidence and application letter to the Training 
Coordinator, Inspector Development and Training.  Your application will be treated as 
confidential. 
 
Your Portfolio will be returned to you after the Assessment Panel – Career 
Progression has finalised their assessment. 
 
For progression to the next level, the Panel will keep the Assessment Outcome form 
and Summary on the relevant Objective file with the Panel’s Report.  This means 
there is sufficient information on file if the decision is reviewed. 
 
3.6 The Role of the Assessment Panel – Career Progression 
 
The membership of the Assessment Panel – Career Progression will be determined 
by the Executive Director WorkSafe. 
 
It is the role of the Panel to: 
• review your Portfolio of Evidence and application letter for Career Progression to 

specified calling Level 2 or Level 3, the submitted evidence and the information 
provided during interviews; 

• make an assessment whether or not you meet the requirements for progression to 
the next specified calling level; and 

• make a recommendation to the Executive Director whether or not meet the criteria 
for Career Progression to the next specified calling level. 

 
The Panel consists of three Directors, a representative nominated by the Director 
Human Resources, the Training Coordinator, Inspector Development and Training. 
For applications to specified calling Level 3, there will be one Panel member from a 
Government Agency outside WorkSafe, who is experienced in investigatory and 
regulatory activity. 
 
One Panel member, being a Director from a Directorate other than the Directorate you 
work in, assesses the evidence in your Portfolio of Evidence.  The relevant Director 
presents their assessment to the Panel.  If required, the Panel can request a subject 
matter expert deemed appropriate to review specific evidence, as part of the 
assessment. 
 
If the Panel considers your Portfolio of Evidence to be adequate, the Panel interviews 
your Team Manager and one or two of your referees.  The Panel will always interview 
you, to clarify any questions in relation to your application.  You must be able to explain 
to the Panel why you think you are ready for Career Progression to the next level.  The 
Panel then reviews all the information to determine suitability for progression to the next 
level. 
 
If your evidence does not meet the requirements to progress to the next level, the 
Panel will decide if additional evidence is required.  If the additional evidence required 
is deemed minor, you will be asked to provide the additional evidence to the Panel 
before a final decision is made.  The Panel will advise you of the timeframe you have 
to submit this evidence.  If the additional evidence required is deemed major, you will 
be advised accordingly.  In that case, you will need to resubmit your application. 
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4. Review of the Decision 
 
4.1 Review of the decision made by Team Manager 
 
Where a Team Manager refuses to complete the Sign-Off form, you can request your 
Director to carry out a review.  Your Director will investigate the matter and review the 
decision.  During meetings to this effect, you can bring in a support person. 
 
4.2 Review of the decision made by the Panel 
 
If you wish to request a review of the decision made by the Panel for progression to 
specified calling Level 2 or Level 3, you must: 
 
1. Request feedback from the Director who initially assessed your Portfolio of 

Evidence.  This is an opportunity to receive feedback and discuss concerns 
regarding the assessment.  It is likely that the issue can be easily resolved at this 
stage.  During any meetings, you can bring in a support person. 

 
2. Depending on the outcome of the discussion with the Director, you may decide to 

make a formal request for a review of the decision made by the Panel.  Such a 
request must be made in writing to the Panel. 

 
3. The Panel will investigate the matter and review the decision.  You will be given 

the opportunity to formally present your case.  During any meetings, you can bring 
in a support person.  The Panel will consider your request make a decision based 
on the evidence presented by you, and if relevant your referees, to the Panel. 

 
4. The Panel submits a recommendation to the Executive Director. 
 
5. The Executive Director makes a final decision. 
 
5. Conclusion 
 
The Career Progression Specified Calling is system based on demonstrating 
outcomes and it allows you to use and develop your skills, experiences, knowledge 
and motivation to achieve the requisite required points for progression to the next 
level. 
 
It is your responsibility to ensure that you gather the required evidence for each criterion, 
and that you meet the job related requirements, before applying for progression to the 
next level. 
 
It is essential that you understand the requirements for each criterion and complete 
the collection of evidence.  To ensure that you gather the required evidence, you need 
to plan ahead and discuss your work requirements with your Team Manager. 
 
We look forward to your Career Progression to the next level in recognition of your 
highly developed capability and impact as a professional WorkSafe inspector.   
 
If you require assistance with any part of the application process, please contact the 
Training Coordinator, Inspector Development and Training, your Team Manager or 
your Director. 
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6. Review of the system 
 
The Career Progression Specified Calling system was reviewed and revised in March 
2017.  The system will be reviewed every two years.  Clause 58 (Notification of 
Change) of the Public Service Award 1992 applies to any major changes to the 
system that are likely to have significant effects on inspectors.   
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Attachment 1: Overview Career Progression process 
 

Recruitment and Selection New inspectors are selected through the usual departmental recruitment 
and selection process. 

Induction and Coaching 
Program 

Successful inspectors: 
• undertake the Inspector Induction and Coaching Program; 
• obtain their unconditional Certificate of Appointment; and  
• achieve permanency. 

Conditions for Career 
Progression to next level 

• Inspector has been at the current level for a period of 12 months 
• Satisfactory performance at current level 

Collect Evidence Inspectors begin to collect evidence against each criterion. 

Prepare application for 
Progression to next level 

Once the evidence for each criterion has been collected, the inspector 
prepares their Portfolio of Evidence, including a formal application letter 
addressed to the Assessment Panel – Career Progression.  

Submit Portfolio of Evidence The inspector first asks their Team Manager to sign off the evidence 
collected for each criterion.  The Team Manager verifies that the evidence 
submitted for each task is the work of the inspector and that it is indicative 
of their general level of performance.  
The inspector then submits the Portfolio of Evidence to the Training 
Coordinator, Inspector Development and Training. 

Assessment Process The Assessment Panel – Career Progression consisting of three Directors, 
a representative nominated by the Director Human Resources and the 
Training Coordinator Inspector Development and Training reviews the 
application and the evidence submitted to determine competence.  For 
applications to specified calling Level 3, there will be one Panel member 
who is from a Government Agency outside WorkSafe and who is 
experienced in investigatory and regulatory activity. 

Gaps identified If any gaps are identified in the evidence, the inspector will be requested to: 
• if evidence required is minor, provide the additional evidence in the 

timeframe required; 
• if evidence required is major resubmit their application.  

Review of Decision Where a Team Manager refuses to sign off evidence for a criterion, the 
inspector can request their Director to review the decision.   
Where the inspector wishes to request a review of the decision made by the 
Assessment Panel – Career Progression, the inspector needs to first request 
feedback from the Director who has initially assessed the Portfolio of 
Evidence.  If not resolved, the inspector may make a formal request for a 
Review of Decision to the Assessment Panel – Career Progression.  The 
Panel submits their recommendation to the Executive Director who makes 
the final decision. 

Progression to the next level If the inspector has demonstrated that they meet the job related 
requirements against the criteria, then the Panel will forward a 
recommendation for Career Progression to the next level to the Executive 
Director WorkSafe.  The Executive Director WorkSafe will review the 
recommendation and approve or decline the application. 

Police check A satisfactory National Police Certificate or National Police History Check 
must be obtained (process undertaken by Department of Commerce at no cost to 
the inspector). 
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Attachment 2: Criteria for Career Progression Specified Calling 
 

1. Investigation and Enforcement 

Criterion 1: This criterion shows the increase in the level of capability required to achieve 
Occupational Safety and Health (OSH) outcomes, as the complexity* of the investigation and 
enforcement factors increase. 
 
The inspector will effectively apply investigation and enforcement capabilities to positively impact 
OSH outcomes. Inspectors will be able to demonstrate: 
• production of quality investigation reports; 
• gathering of quality evidence that addresses all elements; 
• ability to enforce the Act/Regulations; and 
• an astute investigatory and problem solving approach. 
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will also demonstrate: 
• quality presentations of evidence in environments of moderate complexity; or 
• effective investigations to identify and develop workplace/industry or hazard-based 

solutions. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity the inspector will further demonstrate: 
• quality presentations of evidence in the relevant court or tribunal; or 
• development of approaches to systemic OSH problems;  

and 
• effective investigations that are expected to result in prosecution; or 
• effective investigations to identify issue(s) and develop workplace/ industry or hazard-

based solutions;  
and 

• a strategic approach to investigations and enforcement. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
investigation and enforcement capability, the inspector also: 
• is sought out by a broad range of industry or regulatory stakeholders to advise on, or 

assist with investigation and enforcement activities.  Through these investigation and 
enforcement activities, the inspector achieves advances in OSH outcomes. 

 

4 pts 

 
  

                                            
* See notes on complexity in Attachment 3 on page 15. 
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2. Influence 

Criterion 2: This criterion shows the increase in the level of influence required to achieve 
Occupational Safety and Health (OSH) outcomes as the complexity* of the interpersonal 
dynamics, intergroup dynamics, relationship management, change management, and/or politics 
increase.  
Level A.  The inspector will demonstrate the requirements in the criterion above in 
environments of low complexity and working under guidance. 

In environments of low complexity, the inspector will effectively apply interpersonal skills 
with stakeholders in a manner that enables: 
• the execution of routine inspection activities; and 
• the provision of advice to stakeholders. 
 

1 pt 

Level B.  In addition to the elements within Level A, the inspector will also demonstrate the 
requirements in the criterion above in environments of moderate complexity and working 
independently. 

In environments of moderate complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact on OSH outcomes. Examples may include: 
• influencing of various levels of managers; and 
• influencing stakeholder associations such as unions, professional associations or 

industry bodies, in a context that is deemed moderately complex; and 
• with only broad direction, working with other agencies and having the required 

influence. 
 

2 pts 

Level C.  In addition to the elements within Levels A and B, the inspector will also 
demonstrate the requirements in the criterion above in environments of high complexity. 

In environments of high complexity, the inspector will apply influencing skills such as 
interpersonal, presentation, facilitation, change management or stakeholder management, 
to positively impact strategically on OSH outcomes. Examples may include: 
• influencing stakeholder associations such as unions, professional associations or industry 

bodies, in a context that is deemed highly complex; and 
• building and maintaining industry engagement; and 
• without direction, working with other agencies and having the required influence. 
 

3 pts 

Level D.  In addition to the elements within Levels A, B and C, due to his/her highly proven 
influence capability, the inspector also: 
•  is sought out by a broad range of stakeholders to participate in various industry or 

government forums, and through these forums, achieves advances in OSH outcomes; 
and 

• influences multiple stakeholder associations such as unions or industry bodies, in a 
context that is deemed highly complex. 

 

4 pts 

   

                                            
* See notes on complexity in Attachment 3 on page 15. 
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3. Technical Expertise – Specified Calling 

Criterion 3: This criterion shows the progression in the level of technical expertise required, as 
evidenced by peer or external recognition, to deliver increasing impact in Occupational Safety and 
Health (OSH). This criterion requires a demonstrated commitment to individual professional learning 
and development. 
Level A.  The inspector will demonstrate the requirements in the criterion above by having 
professional credibility with colleagues in his/her work team and a commitment to his/her 
own learning and development. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 
At the higher level, the inspector: 
• demonstrates they are regarded by internal and external colleagues and stakeholders as a 

value-adding inspector capable of undertaking inspection activities independently; and 
• demonstrates progress in his/her own relevant learning and development activities; and 
• demonstrates capacity to effectively translate technical information of a moderately 

complex nature into a form suitable for utilisation in policy and/or education application. 
 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 
At the higher level, the inspector: 
• is regarded by internal colleagues and, external clients and stakeholders of WorkSafe, 

as a subject matter expert (SME) in relation to his/her specified calling area; and 
• demonstrates willingness and ability to develop expertise in emerging issues relevant to 

WorkSafe within his/her specified calling area, such that he/she is regarded as a SME in 
these emerging issues; and 

• demonstrates capacity to effectively translate technical information of a highly complex 
nature into a form suitable for utilisation in policy and/or education application; and 

• without direction, consistently executes duties in a manner that aligns with the strategic 
focus of WorkSafe; and 

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

 

3 pts 

Level D.  In addition to the elements in Level A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 
At the higher level, the inspector:  
• holds or can demonstrate active progress towards a postgraduate qualification in area 

of value to their role at WorkSafe; and 
• is regarded by internal and external colleagues and stakeholders of WorkSafe as a 

subject matter expert (SME) in a broad range of topics relevant to WorkSafe and his/her 
specified calling area or due to his/her professional expertise, is sought out by a wide 
range of industries for their professional expertise; and 

• demonstrates learning and development activities to maintain contemporary knowledge 
and skills. 

 

4 pts 
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4. Teamwork, Mentoring and Coaching 

Criterion 4: This criterion recognises the value to WorkSafe of those staff who utilise their time in the 
effective development of other WorkSafe officers. 
This criterion shows the level of progression in team and mentoring/coaching skills.  All employees 
are expected to work effectively in all teams in which they are a member.  This includes the team of 
WorkSafe.  A description of an effective team member is described under Level A below. 
Level A.  The inspector will demonstrate the requirements in the criterion above.   

The inspector:  
• aligns all activities with WorkSafe’s strategic direction; 
• is open, communicative and cooperative in providing information/knowledge to others 
• is receptive to, and acts on mentoring that is provided to them.  Contributes ideas of 

value. 
 

1 pt 

Level B.  In addition to the elements in Level A, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• demonstrates consistent sharing of professional expertise and departmental knowledge; 

and 
• demonstrates sound understanding of self and individual differences.  

Is supportive of other people in their ideas and thoughts.  Delivers and accepts critique 
professionally; and 

• for information/knowledge skills considered routine, is recognised by his/her colleagues 
within his/her team/project as being a willing and effective coach and mentor.  This 
will be demonstrated by evidence that his/her personal mentoring and coaching has 
been a factor in the professional development of a number of staff. 

 

2 pts 

Level C.  In addition to the elements in Levels A and B, the inspector will demonstrate the 
requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered moderately complex, is also recognised by 

their colleagues across his/her directorate or equivalent as being a willing and 
effective coach and mentor.  This will be demonstrated by evidence that his/her 
personal mentoring and coaching has been a factor in the professional development of 
a number of staff across the directorate. 

 

3 pts 

Level D.  In addition to the elements in Levels A, B and C, the inspector will demonstrate 
the requirements in the criterion above at a higher level. 

At the higher level, the inspector: 
• for information/knowledge skills considered highly complex, is also regularly sought out 

by their colleagues from across WorkSafe to provide coaching and mentoring.   
This will be demonstrated by evidence that his/her personal mentoring and coaching 
has been a factor in the professional development of a number of staff from across 
WorkSafe. 

 

4 pts 
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Attachment 3: Notes on complexity 
 
Notes on complexity 
 
The factors that increase the complexity of the inspector’s work environment include, 
but are not limited to: 
 
• Existence of several duty holders. 

• When an incident/injury is over time, e.g. back injuries. 

• Level of legal representation. 

• Evidence is technically complex, e.g.: 

o Hardware and systems 

o Engineering systems 

o Chemical issues 

o Robotics 

• Delay between the incident and investigation. 

• Cross cultural issues. 

• Organisational dynamics. 

• Organisational culture. 

• Lack of co-operation of stakeholders. 

• Work and non-work factor interacting, e.g. health. 

• Injury to non-workers. 

• Dynamics with stakeholders. 
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Attachment 4: Outputs and outcomes 
 
The required evidence for Career Progression must focus on outcomes, while also 
providing evidence of the means (outputs) by which the outcomes are achieved. 
 
Outcomes are the effects, consequence and/or results of the delivery of outputs. 
These are to be aligned with WorkSafe’s strategic directions. 
 
Outputs are services provided by WorkSafe through for instance workplace visits, 
investigations and projects.  Outputs can never be outcomes.  They are the means by 
which outcomes are achieved.  Outputs are described in terms of what they are, not 
what they are intended to achieve. 
 
On occasion, an inspector may achieve outputs but their outcomes remain unrealised.  
Where outputs were of quality and in line with management directions, they may be 
accredited with the points for the level of output produced. 
 
Where outcomes/outputs are achieved as part of a team or while working under 
supervision, the evidence must specify what the contribution of the inspector was and 
what the inspector has delivered to the outputs/outcomes.  In those circumstances the 
inspector must provide supporting evidence in relation to their role and the level of 
supervision. 
 
  



 
 

 

Inspector Information Handbook Career Progression Specified Calling 1-2 and 2-3 Page 17 of 18 
Author: Career Progression Taskforce Last Revised:  08/03/2017 version 4 
WS0878/2007/Career Progression Internal Use Only 
   

Attachment 5: Attributes of inspectors in senior positions (i.e. L6 or SC L3)*) 
Strategic focus 
• Connect to strategic approach 
• Connection with where WorkSafe is going as an organisation  
• Judgment in boundary of WorkSafe role 
Self-management 
• Is a high achiever 
• Is self-motivated 
• Is highly productive 
• Has efficient time management skills 
• Has high integrity and ethical conduct behaviour 
• Is persistent 
• Needs only to be told once 
• Has a practical approach 
• Is a fast learner 
Investigation and enforcement 
• Produces quality investigation reports and briefs of evidence 
• For more complex matters, produces good quality evidence, that addresses all elements 
• Plans work so that reactive and proactive work is thorough and completed within agreed timeframes 
• Conducts inspections that lead to improved safety and health in workplaces in highly complex situations 
• Inspires employers and workers to ensure workplaces are safe through partnership, education and enforcement 
• Influences employers to voluntarily comply and implement safety management systems/systemic solutions 
• Has good verbal and written communication skills 
• Is a competent inspector/investigator 
• Is fair-minded 
• Has ability to accurately enforce the Act/Regulations 
• Appreciates what constitutes elements/evidence 
• Has the ability to work out the main problem and to focus on the objectives of the investigation/required 

enforcement action 
• Has good listening skills 
• Has good analytical skills 
• Asks the right questions at the right time 
Influence 
• Is highly cognitive and has high emotional intelligence 
• Is a good communicator/persuader 
• Identifies and engages stakeholders 
• Influences external stakeholders through engagement/training/coaching 
Technical expertise 
• Has technical knowledge and expertise 
• Has theoretical/practical skills in a specialty area 
• Holds relevant qualifications or equivalent 
• Commits to personal and professional development 
• Is regarded by stakeholders as a value adding inspector/subject matter expert 
• Has the ability to translate research/specialist information into a form suitable for policy/inspector/workplace use 
Teamwork, mentoring and coaching 
• Trains and coaches others – internal 
• Works well independently and in a team 
• Shares information/knowledge skills within WorkSafe 

*) To be read in conjunction with the job description form (JDF) of the relevant senior position 
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Attachment 6: Team Manager Sign-Off form 
 

CAREER PROGRESSION 5-6 - SC1-2 - SC2-3 
 

TEAM MANAGER SIGN-OFF FORM 

 
Inspector’s Name:  ____________________________________________ 
 
Team / Directorate   ____________________________________________ 
 
 
This is to certify that I,  ________________________________________  
                                                 (Please Print Name Team Manager) 
 
have sighted the evidence provided against __________________________1) 
for progression to Level ________________2) 
 
 

The evidence sighted has been completed by the candidate and is 
indicative of their general level of performance. 

 
 
Comments Team Manager3) 

 
The evidence sighted relates to Objective file: (if applicable) 
 
WS_______________________ 
 

 
Team Manager’s Signature   ___________________  Date:  _____________ 
 
 
Inspector’s Signature    ______________________   Date:  _____________ 
 
 

 

1) Please indicate the criterion number  
2) Please indicate the level the inspector is applying for 
3)  Include comments, if any, in relation to the statement that evidence is completed by the 
candidate and that it is indicative of their general performance 
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1. Introduction 
 
This Inspector Information Handbook provides information about the Performance Review and 
Development (PRD) system Level 5.  The PRD system is designed to enable you: 
• to progress through each increment within Level 5; and/or 
• to demonstrate satisfactory performance against key performance indicators (KPIs) after 

12, 24 or 36 months of service (i.e. for inspectors commencing at an increment level higher 
than 5.1); and 

• to obtain PSP50116 Diploma of Government (Workplace Inspection). 
 
The PRD system requires you to meet certain conditions and competently complete 23 tasks, 
based on the common day to day tasks you undertake in the course of your duties.  In addition, 
the 23 tasks have been mapped against the units of competency for Diploma of Government 
(Workplace Inspection).  This enables you to obtain the Diploma through recognition of prior 
learning (RPL), once you have completed the 23 tasks. 
 
You have received a lever arch file which will become your Portfolio of Evidence.  In your 
Portfolio, you must include certified copies of OHS/WHS qualifications (if any), PRD forms, 
operational statistics and the evidence you are required to gather for completion of the 23 tasks.  
A Task guide for each of the 23 tasks is located in the Portfolio of Evidence behind each numbered 
tab.  It is important that you read the Task guides as they describe the type/s and quantity of 
evidence required to support your claim of competence prior to submission of your Portfolio of 
Evidence for formal assessment by your Team Manager. 
 
The process of gathering evidence requires you, in consultation with your Team Manager, to 
make judgements about your own competency and performance.  Your judgement is based on 
critical analysis of your own performance and is supported by examples of actions, initiatives or 
projects undertaken by you.  Each Task guide will help you and your Team Manager identify 
those areas where you may require further experience and/or professional development to help 
you reach the required standard and gain recognition for your skills and knowledge. 
 
It is your responsibility to familiarise yourself with the tasks and plan ahead to ensure you 
gather the required evidence and demonstrate satisfactory performance to be able to progress 
to the next increment.  However, your Team Manager plays a significant role in supporting you 
by creating opportunities for you to gather the required evidence. 
 
This Handbook provides information about the PRD Level 5 system, the Diploma of 
Government (Workplace Inspection), how to prepare your Portfolio of Evidence and how to 
request a review of a decision made by your Manager.  Attachments of this Handbook include: 
• Attachment 1: Overview Performance Review and Development L5 system 
• Attachment 2: Conditions and required tasks for each increment or period of service. 
 
The provisions of clause 18 of the Public Service Award 1992 apply to this Performance 
Review and Development system in the assessment of performance and/or conduct and the 
payment of annual increments. An employee will not be denied their annual increment if as a 
consequence of matters beyond their control they were not given the opportunity to 
demonstrate the requisite skills. 
 
If you require any further assistance, please do not hesitate to contact the Training 
Coordinator, Inspector Development and Training or your Team Manager. 
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2. Diploma of Government (Workplace Inspection) 
 
The tasks that form part of the Performance Review and Development system Level 5 have 
been mapped against the units of competency for the Diploma of Government (Workplace 
Inspection). 
 
Diploma of Government (Workplace Inspection) forms part of the Public Sector Training 
Package and is a specialisation within the Diploma of Government.  The units of 
competency are nationally recognised statements that describe the skills and knowledge 
that a person must demonstrate in the workplace to be seen as competent.  They take into 
account the ability to transfer and apply skills and knowledge to new situations and 
environments in a workplace context. 
 
This Diploma of Government (Workplace Inspection) covers the competencies required by 
those responsible for the conduct of statutory investigation and enforcement of legislative 
requirements under occupational safety and health (OSH) legislation.  It has been 
specifically designed to meet the needs of OSH inspectors.  Jurisdictions across Australia 
have agreed that the Diploma of Government (Workplace Inspection) is a required 
qualification for all OSH inspectors. 
 
The system is based on the following 11 required units of competency in PSP50116 
Diploma of Government (Workplace Inspection): 

National code Unit of competency title 
PSPETH003 Promote values and ethos of public sector 
PSPLEG003 Promote compliance with legislation in the public sector 
PSPGEN054 Use complex workplace communication strategies 
PSPGEN047 Promote diversity 
PSPWPI001 Evaluate workplace legislative compliance 
PSPWPI002 Facilitate improvement in workplace legislative performance 
PSPWPI003 Investigate possible breaches of workplace legislation 
PSPMGT007 Manage risk 
PSPGEN046 Undertake research and analysis 
PSPGEN049 Undertake negotiations 
BSBWHS401 Implement and monitor WHS policies, procedures and programs 

to meet legislative requirements 

An overview of elements within each required unit of competency and background 
information, including information about the RPL system, competency based training and 
assessment, competency standards, required evidence and a glossary of vocational 
education and training, is included in the Background Information Diploma of Government 
(Workplace Inspection) booklet.  Information about how the tasks have been mapped 
against the units of competency is provided in the Mapping documents. 
 
After completion of the tasks, you must prepare your Portfolio of Evidence to obtain the 
nationally recognised qualification of the Diploma of Government (Workplace Inspection).   
 
WorkSafe has a RPL arrangement in place with Public Sector Training Solutions.  For 
further information about the assessment and application process, please contact the 
Training Coordinator, Inspector Development and Training. 
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3. Flowchart Performance Review & Development Level 5 
 

Inspector 
Level 5.11) 

 
Recruitment and Selection Process Completed 

 
 

Completion of the Inspector Induction and Coaching Program; 
Permanency Achieved; and 

Unconditional Certificate of Appointment Obtained; or 
Career Progression from Level 4 to Level 5 

 
 

Commence Collecting Evidence for  
Portfolio of Evidence 

 
 

Meet evidence requirements/conditions after 12, 24 and 36 months to progress to 
next increment and/or meet Key Performance Indicators for period of service 

 
 

Submit Portfolio of Evidence for Formal Assessment 
 
 

Team Manager assesses Evidence and Performance.  Director endorses 
Recommendation from Team Manager for Progression to Next Increment  

 
 

Further Evidence Collected (if required) 
 
 

Progression to Level 5.2 > Level 5.3 > Level 5.4 
and/or satisfactory performance at 

12, 24 and 36 months 
 
 
1)  Inspectors commencing on a level higher than 5.1, have key performance indicators (KPIs) in the first three years of 
employment.  These KPIs are linked to satisfactory performance in the first three years of employment and/or progression to 
the next Level (if applicable).  You are required to complete all tasks in the first three years of employment at Level 5.
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4. Preparing your Portfolio of Evidence and application 
 
4.1 Evidence required for progression to the next increments 
 
Read the information provided in your lever arch file (Portfolio of Evidence), including the 
Inspector Information Handbook and the Task guides, prior to starting your collection of 
evidence. 
 
Focus on the required evidence for progression to the next level or increment.   
 
It is recommended that you only begin one task at a time and spend a few hours each week 
working on the evidence for that task. 
 
4.2 Where and how to start? 
 
It is important that you understand the evidence required for the next increment or period of 
service so that you can plan ahead and collect a variety of examples in support of your 
claims. Attachment 2 provides an overview of the required conditions and tasks for each 
increment and/or period of service. 
 
Read each Task guide thoroughly.  This helps you gain an understanding of what is 
expected for each task and which unit(s) of competency of the Diploma of Government 
(Workplace Inspection) is/are mapped against each task.  The booklet Background 
Information Diploma of Government (Workplace Inspection) provides further information on 
the elements within each unit of competency and assessment criteria which should be 
considered when gathering evidence for each task. 
 
Discuss the requirements and the process with your Team Manager or equivalent during 
informal meetings and Performance Review and Development meetings.   
 
Consider preparing a plan to ensure you meet all evidentiary requirements before your next 
increment is due. 
 
Collect the evidence for each required task, which will support your claim of competence.  
Place your evidence within the relevant task section of your Portfolio of Evidence. 
 
Make sure that you always provide your best evidence.  It is not about the quantity of the 
evidence.  It is about the quality of your evidence.  It is also important that the evidence is 
completed by you and that the evidence is indicative of your general level of performance. 
 

Please do not provide originals 
Where possible, please submit double-sided copies of your evidence 

 
The work examples you submit for assessment should clearly demonstrate how you have 
worked and that you have used relevant policies, procedures, guidelines, Australian 
Standards, the Code of Conduct, legislation, codes of practice, etc. 
 
The evidence supplied in support of your claims of competence MUST draw on experiences 
you have had personally, either as an individual or as part of a team in performing that 
particular task.  The evidence could be from a variety of sources as outlined in each section 
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or from any other source you consider to be relevant to the demonstration of your 
competence against that particular task. 

 
  Remember at the Diploma level the evidence you submit needs to demonstrate you 
have: 
• the ability to analyse and plan approaches to technical problems; 
• the ability to evaluate information for research purposes; 
• a broad knowledge base incorporating theoretical concepts, with substantial depth in 

some areas; 
• the ability to transfer and apply theoretical concepts and technical skills to a range of 

situations; and 
• taken responsibility for your own outputs. 
 
  Examples of evidence 
 
Examples of the types of evidence required for submission against each task have been 
provided as a guide to assist you in the collection of YOUR evidence.  They are NOT meant 
to be PRESCRIPTIVE.  They are included to provide guidance as to the types of evidence 
as well as the minimum standard required to be deemed competent against the units of 
competency mapped against each task.  
 
You are encouraged to view these examples as the minimum requirements for an 
assessment of competence.  You are also encouraged to be creative and innovative and 
provide any other forms of evidence that you consider demonstrate your claim of 
competence against each task.  If you have difficulty gathering evidence for a task, talk to 
your Team Manager or the Training Coordinator, Inspector Development and Training. 
 
4.3 The Role of the Team Manager 
 
Your Team Manager plays a significant role in supporting you by: 
• creating a learning environment; 
• assisting you through the evidence gathering process; 
• with you, planning appropriate development activities and opportunities to attain and 

demonstrate the required level of capability and impact, during informal meetings and 
Performance Review and Development meetings; 

• providing feedback on the evidence gathered; and 
• where practicable, providing you with opportunities to undertake tasks and assignments 

that enable you to gather the required evidence. 
 
Remember that it is your responsibility to gather the evidence for each task, but your Team 
Manager is there to assist.  Refer to the Team Manager Information Handbook for more 
information about the role of your Team Manager. 

 
When you have gathered the required evidence for a task, get your Team Manager to sign 
off the Team Manager Sign-Off form.  The Sign-Off form is located behind Tab 4, before the 
tasks.  The purpose of the Team Manager Sign-Off form is to verify that the evidence is 
your own work, that it is of sufficient quality and quantity and that it is indicative of your 
general performance.  It is the role of the Team Manager to judge whether you are 
competent in the task.  
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The type of evidence you use to demonstrate competence is clearly described in the 
Evidence requirements section of each Task guide. 
 
4.4 Preparing your Portfolio of Evidence for the next increment 
 
Once you have completed the tasks for progression to the next increment, or period of 
service, you must prepare your Portfolio of Evidence for progression to the next increment. 
 
Please provide certified copies of your PSP 40416 Certificate IV in Government 
Investigations or PSP 41404 Certificate IV in Government (Statutory Compliance) 
behind Tab 2 of your Portfolio of Evidence.  Please ensure that this evidence is included 
before submitting your Portfolio of Evidence for obtaining the Diploma of Government 
(Workplace Inspection) 
 
Please provide a copy of your Performance Review and Development (PRD) forms and 
your operational statistics over the last 12 months prior to this application behind Tab 3 of 
your Portfolio of Evidence.   
 
On completion of your Portfolio of Evidence, ensure all PRD forms and operational statistics 
over the last 3 years are included behind Tab 3 of your Portfolio of Evidence. 
 
Please place the evidence for each required task behind Tab 4 under the relevant task 
number in your Portfolio of Evidence.  You must demonstrate competence in ALL relevant 
areas of each task, not just parts of them. 
 
If you wish to include any additional evidence, please include this behind Tab 5 of your 
Portfolio of Evidence. 
 
4.5 Submitting your Portfolio of Evidence for the next increment 
 
To be able to progress through to the next increment and/or demonstrate satisfactory 
performance at your level, you must meet the conditions and complete the required tasks 
for each increment outlined in Attachment 2. 
 
For progression within Level 5 to the next increment and/or to demonstrate satisfactory 
performance at that level: 
• you need to submit your Portfolio of Evidence at least 4 weeks before your anniversary 

date, to allow enough time for assessment of your evidence and to ensure your 
increment is not delayed.  This means that in the first year (from level 5.1 to 5.2) you 
have 11 months to complete the required tasks.  In the following years you have 12 
months to complete the tasks. 

 
If you submit your Portfolio of Evidence after the anniversary date and your submission is 
successful, you will be paid the next increment from the date you have submitted your 
Portfolio of Evidence. 

 
Please forward your Portfolio of Evidence to your Team Manager.  Your application will be 
treated as confidential.  Your Portfolio of Evidence will be returned to you after your Team 
Manager has finalised their assessment.  For progression within Level 5 and/or satisfactory 
performance, the Team Manager will keep the recommendation endorsed by the Director 
on your Performance Review and Development file. 
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4.6 Submitting your Portfolio of Evidence for the Diploma of Government (Workplace 
Inspections) 
 
When your Team Manager has signed off all 23 tasks, you must submit your complete 
Portfolio of Evidence to the Training Coordinator, Inspector Development and Training to 
obtain your Diploma of Government (Workplace Inspection).   

 
Prior to submitting your Portfolio of Evidence to the Training Coordinator, Inspector 
Development and Training please check that you have included all required evidence, 
including:  
• certified copies of your qualifications (Tab 2); 
• copies of your Performance Review and Development forms and operational statistics 

for each increment year (Tab 3); and 
• completed Sign-Off form and evidence for each required task (Tab 4). 
 
5 Review of the decision 
 
5.1 Review of the decision made by Team Manager 
 
Where a Team Manager refuses to sign off a task on the Sign-Off form, you can request the 
Director of the Directorate you are working in to carry out a review.  The Director will 
investigate the matter and review the decision.  During meetings, you can bring in a support 
person. 
 
Where there is a disagreement between you and your Team Manager about the level of 
performance and progression to the next increment, you can request the Director of the 
Directorate you are working in, to carry out a review.  If the matter is not resolved to your 
satisfaction, you can request a review by the Executive Director.  Ultimately, you have the 
right of review with the Western Australian Industrial Relations Commission.  During 
meetings, you can bring in a support person.   
 
If you have not had an opportunity to complete all required tasks, but otherwise 
demonstrate satisfactory performance, you will be given additional time to complete the 
tasks.  In such instance, the increment will not be withheld.  If additional time is provided to 
complete the tasks, you must be aware that the evidence required for the next increment is 
due on the anniversary date.  If unsatisfactory performance is demonstrated and you have 
not completed the required tasks, the increment will be withheld. 
 
6. Conclusion 
 
It is your responsibility to ensure that you gather the evidence for each task before applying 
for progression to the next increment.  It is essential that you completely understand the 
requirements for each task which are mapped to the Diploma of Government (Workplace 
Inspection).  To ensure that all tasks are completed in time, you need to plan ahead and 
discuss your work requirements with your Team Manager.   
 
Further information about the Diploma of Government (Workplace Inspection) is provided in 
the Background Information Diploma of Government (Workplace Inspection) booklet. 
 
This Inspector Information Handbook has been provided to assist you in understanding all 
the requirements in the Performance Review and Development Level 5 system. Therefore, 
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it would be beneficial to ensure you have read and understood all the information before 
completing each individual task within the Diploma of Government (Workplace Inspection) 
and applying for formal assessment. 

It is imperative that all the evidence detailed in the Portfolio of Evidence Package is 
submitted for each task. 

Each task has been mapped against the relevant elements and performance criteria for all 
the units of competence within the Diploma of Government (Workplace Inspection).  Failure 
to submit the required evidence for one task may affect your ability to be assessed as 
competent against several units of competency. 
 
We look forward to you progressing through the increments of Level 5 and obtaining the 
Diploma of Government (Workplace Inspection), in recognition of your highly developed 
skills and knowledge as a professional WorkSafe inspector.  If you require assistance with 
any part of the Portfolio of Evidence process, please contact your Team Manager or the 
Training Coordinator, Inspector Development and Training. 
 
7. Transitional arrangements 
 
The updated Performance Review and Development L5 system applies to all new Level 5 
inspectors and to all inspectors currently enrolled in the old PSP51904 Diploma of 
Government (Workplace Inspection). 
 
Level 4 or 5 inspectors, who have collated evidence under the old PSP51904 Diploma of 
Government (Workplace Inspection), can transfer equivalent tasks into their new Portfolio of 
Evidence.  A conversion table from old to new tasks is available to assist with converting 
evidence to the new Portfolio of Evidence. 
 
All evidence that has been transferred from the old to the new Portfolio of Evidence must be 
signed off by the Team Manager on the new Sign-Off form behind Tab 4. 
 
Any existing inspectors, who do not hold the Diploma of Government (Workplace 
Inspection) and wish to obtain the Diploma, can enrol in the new Diploma. 
 
8. Review of the system 
 
The Performance Review and Development L5 system is mapped to the units of 
competency in the Diploma of Government (Workplace Inspection) was reviewed and 
revised in March 2017.  The system will be reviewed every two years.  Clause 58 
(Notification of Change) of the Public Service Award 1992 applies to any major changes to 
the system that are likely to have significant effects on inspectors. 
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Attachment 1: Overview Performance Review and Development system L5 
 

Performance Review and Development – progression through increments 
Recruitment and Selection Level 5 inspectors are appointed through the usual departmental recruitment and 

selection process or progress from L4 to L5 through the Career Progression system. 
Induction and Coaching Program Successful inspectors: 

• undertake the Inspector Induction and Coaching Program; 
• obtain their unconditional Certificate of Appointment; and  
• achieve permanency. 

Conditions for Progression/Key 
Performance Indicators  

Progression to Level 5.2 or KPIs in first 12 months of service 
• Inspector has been at Level 5 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
Progression to Level 5.3 or KPIs in first 24 months of service 
• Inspector has been at Level 5 for a period of 24 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
Progression to Level 5.4 or KPIs in first 36 months of service 
• Inspector has been at Level 5 for a period of 36 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 

Portfolio of Evidence Process Inspectors receive a lever arch file (Portfolio of Evidence), which includes the details 
of the tasks, conditions, types and quantities of evidence to be submitted for 23 
common tasks performed by WorkSafe inspectors in the course of normal duties. 

Collect Evidence Inspectors begin to collect evidence against each task. 
Prepare Portfolio of Evidence for 
progression to next increment  

Once the evidence for the next increment or period of service has been collected, 
the inspector prepares their Portfolio of Evidence. 

Submit Portfolio of Evidence Inspectors submit their Portfolio of Evidence to the Team Manager. 
Assessment Process The Team Manager verifies that the evidence submitted for the required tasks is the 

work of the inspector, that it is of sufficient quantity and quality and that it is 
indicative of the inspector’s general level of performance.  The Team Manager then 
signs off the Sign-Off form for the successfully completed tasks.   
Before the increment is due, the Team Manager forwards a recommendation to the 
Director for progression to the next increment on the Increment Sign-Off form. The 
recommendation is based on the inspector meeting the conditions and completion of 
the required tasks. The Director then approves the recommendation.   
If the inspector has not met the requirements to progress to the next level and/or the 
Team Manager does not recommend progression to the next increment, the Director 
will then make further enquiries before signing off the Increment Sign-Off form. 

Gaps Identified If any gaps are identified in meeting the requirements, the inspector will be 
requested to gather further evidence and/or undertake training and/or workplace 
development before re-submitting their evidence. 

Review of Decision Where a Team Manager refuses to sign off a task, the inspector can request the 
Director to review the decision.  Where there is a disagreement between the inspector 
and the Team Manager about the level of performance and progression to the next 
increment, the inspector can request the Director to carry out a review.  If not resolved, 
the matter can be referred to the Executive Director for review.  Ultimately, the 
inspector has the right of review with the WA Industrial Relations Commission. 

Progression to next increment or 
KPIs at 12, 24 and 36 months in L5 

If the inspector meets the job related requirements and competencies, then the 
inspector will be recommended for progression to the next increment or 
demonstrates the KPIs at 12, 24 or 36 months of service within Level 5. 

Application Diploma of Government (Workplace Inspection) 
Application Diploma of Government 
(Workplace Inspection) 

When the Team Manager has signed off all of the 23 tasks, the inspector must 
submit their completed Portfolio of Evidence to the Training Coordinator, Inspector 
Development and Training to obtain your Diploma of Government 

Submission of Portfolio of Evidence Inspector Development and Training will make arrangements for the submission of 
the Portfolio of Evidence to Public Sector Training Solutions for RPL assessment. 
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Attachment 2: Conditions and Tasks for each Increment or Period of Service 
 
PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.2 and/or first 12 months in Level 5 
 
Conditions 
• Inspector has been at Level 5 for a period of 12 months 
• Required tasks have been completed 
• Satisfactory performance at Level 5 
 
Required tasks 
 
Before submitting your Portfolio of Evidence for the next increment, ensure the following evidence 
and tasks are included in your Portfolio of Evidence: 
• Tab 2: Certified copies of your qualifications. 
• Tab 3: Performance Review and Development forms and operational statistics of the last 12 months. 
 
Task 1 Undertake induction and coaching 
• Task 1.1 - A copy of the Induction Curriculum.  (Inspector Development and Training will be able 

to provide this). 
• Task 1.2 - A copy of your completed Inspector Development Coaching form or equivalent. 
• Task 1.3 - A copy of the Certificate of Completion of the Accountable and ethical decision 

making online training. 
• Task 1.4 - Details of eight (8) workplace visits that you have attended as part of your coaching 

program, whilst holding a conditional Certificate of Appointment.  
Details must include:  
o copies of WISE investigations; 
o copies of your contemporaneous notes (for example, from your notebook, diary and industry 

checklist); and 
o notes of your debrief with your coach after each visit. 

Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy 

 
Task 2 Issue improvement notices and give verbal directions 
• Task 2.1 - Twelve (12) Improvement notices, relating to twelve (12) different breaches/issues. 
• Task 2.2 - Three (3) verbal directions recorded in WISE that were rectified during an inspection 

while you were at the workplace.  In WISE, the verbal direction is recorded as follows: Activity 
Type: Visit/Inspection and Action Type: Gave Verbal Direction(s). 

 
Task 3 Take contemporaneous notes 
• Task 3.1 - Information recorded by you in your inspector notebook/diary and/or industry checklist 

relating to six (6) workplace visits that you have conducted after you have been issued with your 
unconditional Certificate of Appointment pursuant to section 42 of the Occupational Safety and 
Health Act 1984.   
Details MUST include:  
o date, entry and departure times; 
o name of the workplace/legal entity; 
o address of the workplace; 
o name/s of person/s spoken to on site; 
o outcome of discussion/s with person/s spoken to; 
o issues identified on site (notes, verbal directions); 
o any advice given to the person including reference to various Codes of Practice or other 

guidance material; and 
o where relevant any follow up action to be undertaken by the inspector. 
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Task 4 Conduct investigations after obtaining your unconditional Certificate of Appointment 
• Task 4.1 - Ten (10) completed investigations recorded in WISE.   Each investigation must have 

been conducted after obtaining your unconditional Certificate of Appointment.   
Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy. 

• Task 4.2 - Copies of at least 20 (twenty) business cards obtained from workplaces you have 
visited.  Each business card should show the name and job title of the person you have dealt 
with. 

 
Task 5 Provide verbal advice 
• Task 5.1 - Information from three (3) entries from your notebook or diary relating to different OSH 

issues of your choosing, that you have discussed with an employer, employee or other 
stakeholder and where you have provided verbal advice. 

• Task 5.2 Notes and/or WISE entries concerning nine (9) external telephone or front counter OSH 
Enquiries about a range of topics.   
The details recorded MUST include: 
o the date and time of the phone call; 
o an outline of the enquiry; and 
o the advice offered.   

Personal details of the enquirer are not required. 
 
Task 6 Maintain records 
• Task 6.1 - Evidence of a personal filing system developed by you to assist you to function 

effectively and efficiently as a WorkSafe inspector.  This could include, but is not limited to, an 
OSH information package prepared by you for an industry, evidence of a system of boxes with 
information/brochures kept in your car, an example of folders containing relevant OSH 
information on your laptop, etc. 

• Task 6.2 - Two (2) examples of correspondence (email, letter, etc.) sent to a client that you have 
placed on the Document Management System (Objective).   
o provide a screen shot or snip using the Snipping Tool of the DMS system showing the 

document saved in the DMS file; and  
o a copy of the correspondence.   

The file could be the Team’s Work Activities file or a file that you have created for an 
investigation. 
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PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.3 and/or first 24 months in Level 5 
 
Conditions 
• Inspector has been at Level 5 for a period of 24 months 
• Required tasks have been completed  
• Satisfactory performance at Level 5 
 
Required tasks 
 
Before submitting your Portfolio of Evidence for the next increment, ensure the following evidence 
and tasks are included in your Portfolio of Evidence: 
• Tab 2: Certified copies of your qualifications. 
• Tab 3: Performance Review and Development forms and operational statistics of the last 12 months. 
 
Task 7 Issue prohibition notices 
• Task 7.1 - Six (6) Prohibition notices. 
 
Task 8 Conduct research and form an opinion 
• Task 8.1 - Three (3) examples of an opinion you have obtained from a technical expert within the 

WorkSafe division in relation to an OSH matter.   
Evidence may include: 
o correspondence (for example, e-mail correspondence or a memorandum) between you and 

a technical expert in relation to an OSH matter; or  
o notes taken in your notebook about an opinion you have obtained from a technical expert on 

an OSH matter. 
• Task 8.2 - Three (3) examples of correspondence between you and an external organisation in 

relation to you gathering information about: 
o a workplace incident; AND/OR  
o a piece of plant or equipment; AND/OR  
o the operation of a piece of plant or equipment; AND/OR 
o any other matter of your choosing.   

• Task 8.3 - Three (3) cover pages of various codes of practice, Australian Standards, or other 
guidance material, AND examples of how you used each of these standards to assist your 
decision making process (for example, guidance material referred to in a notice). 

 
Task 9 Take photographs and measurements and make sketches and recordings 
• Task 9.1 - Four (4) portfolios of photographs or recordings taken by you in the course of an 

investigation, in accordance with the Guidelines for Film and Digital Photographs and 
Recordings.  Include: 
o Evidence of notification forthwith of any relevant employer and relevant safety and health 

representative (if any), such as a copy from the Evidence/Sample Record Book or a copy of 
the letter sent forthwith to any relevant employer and relevant safety and health 
representatives (if any). 

o Print each photograph (1 per page or 4 per page) and provide information about each 
photograph on the back by using the pro-forma sticker. Information MUST include: 
- Photograph 1 of 10 
- Workplace/address 
- Taken by inspector 
- Date photograph was taken 
- Brief description 

• Task 9.2 - Four (4) examples of measurements that you have taken or sketches that you have 
made in the course of an investigation.  Your evidence MUST include: 
o Evidence of notification forthwith of any relevant employer and relevant safety and health 

representative (if any), such as a copy from the Evidence/Sample Record Book or a copy of 
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the letter sent forthwith to any relevant employer and relevant safety and health 
representatives (if any). 

o A copy of each measurement/sketch, including the name of workplace, the address, the date 
the sketch/measurement was taken and a brief description.  If you have taken photographs 
when taking measurements, include these photographs with your evidence. 

 
Task 10 Provide written advice 
• Task 10.1 - Six (6) examples of written advice provided to a range of external stakeholders’ 

enquiries.  These examples may be emails and/or letters on departmental letterhead. 
 
Task 11 Conduct proactive and reactive investigations 
• Task 11.1 - Six (6) completed proactive investigations recorded in WISE, where all relevant 

PIR’s have been completed.   
Details MUST include:  
o a copy of each investigation recorded in WISE; and 
o a copy of each notice issued as part of each investigation. 
Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy. 

• Task 11.2 - Six (6) completed reactive investigations recorded in WISE, where all relevant 
PIR’s have been completed.   
Details MUST include:  
o a copy of each investigation recorded in WISE;  
o a copy of each notice issued as part of each investigation; and 
o a copy of the source(s) attached to the investigation (for example, a Request to Attend or an 

Injury Notification). 

Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy. 

 
Task 12 Conduct verification investigations 
• Task 12.1 - Three (3) verification investigations and three (3) related original investigations 

recorded in WISE.   
Your evidence MUST include: 
o a copy of three (3) verification investigations (Type Verification or Verification (Outstanding)); 
o a copy of three (3) WISE original investigations related to each verification investigation; 
o a copy of each notice issued as part of each original investigation; and 
o a copy of each Verified tab (provide a screen shot or snip using Snipping Tool). 

The investigations need to demonstrate how you have assisted stakeholders to evaluate, plan 
and manage risk.   

The verification investigations also need to show how you have evaluated the risk management 
plan/compliance with the notices. 

 
Task 13 Coordinate a project 
• Task 13.1 - A project proposal written by you in relation to a possible team project, or an industry 

specific audit checklist developed by you, based on research. 
• Task 13.2 - Three (3) completed checklists used by you during your participation in a proactive 

team project.  These may be from two different compliance campaigns 
• Task 13.3 - Copies of three (3) WISE investigations detailing your activities in a proactive team 

project.  

Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy. 
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Task 14 Participate in internal and external meetings 
• Task 14.1 - Copies of the meeting agendas and associated minutes for two (2) meetings (internal or 

external meetings) at which you have either presented/spoken to one or more of the agenda items 
or have had to undertake an action item as a result of the meeting. 

• Task 14.2 - Documentary evidence of your participation at two (2) external meetings with unions, 
local industry groups, or associations either as a guest speaker or as representative of WorkSafe. 

 
Task 15 Undertake Hogan 180° Assessment  
• Task 15.1 - Completion of the online Hogan 180° Assessment. 

Evidence for this task must be: 
o a copy of the Hogan 180° Multi Rater Feedback Report; and 
o the outcome of the feedback meeting prepared by PeopleSense. 

• Task 15.2 - A copy of your completed Performance Review and Development form(s), in which the 
outcome of your Hogan 180° assessment is discussed, including agreed recommendations/follow up 
actions (if any). 
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PERFORMANCE REVIEW AND DEVELOPMENT SYSTEM LEVEL 5 
 
Performance requirements for progression to Level 5.4 and/or first 36 months in Level 5 
 
Conditions 
 
• Inspector has been at Level 5 for a period of 36 months 
• Required tasks have been completed  
• Satisfactory performance at Level 5 
 
Required tasks 
 
Before submitting your Portfolio of Evidence for the next increment, ensure the following evidence 
and tasks are included in your Portfolio of Evidence: 
• Tab 2: Certified copies of your qualifications. 
• Tab 3: Performance Review and Development forms and operational statistics of the last 12 months. 
 
Task 16 Coach other staff 
• Task 16.1 - A copy of your Record of Attendance at the coaching training program for all staff 

undertaking the coaching role. (Inspector Development and Training can assist you with the 
production of this record). 

• Task 16.2 - A copy of two (2) Inspector Development Coaching Forms, which you have 
completed as a coach, after coaching a new inspector (coachee) for a period of at least two (2) 
weeks.  The coaching form needs to detail comments, including areas well done and areas 
needing improvement.  For each objective/outcome the form needs to indicate if the coachee is 
competent, if further coaching is required, or if the outcome/objective is not demonstrated.  

OR 
A copy of five (5) coaching meeting notes signed and dated by both you the coach, and the 
coachee.  The notes must detail: 
o the type of coaching provided (what, where, when, how, why, date and time); and 
o the areas for development, including technical skills and knowledge and ethical conduct at 

the workplace. 
• Task 16.3 - Copies of two (2) WISE investigations and/or records in your notebook, where you 

have supported a new inspector during an investigation.   
Details MUST include:  
o the name of the coachee; 
o date, time of entry and departure; 
o address; 
o purpose of entry; 
o a description of things done while at the workplace; and  
o a summary of your debrief with the coachee after the visit. 

 
Task 17 Prepare a project report for a team project 
• Task 17.1 - One (1) copy of a project report in accordance with the departmental format that you 

have written as a result of a proactive team project.   
In the project report, include how you have: 
o analysed client needs, for example, by describing the background of the project; 
o reviewed client service, for example, through research and analysis; 
o promoted client service, for example, through letters, media release, stakeholder consultation, 

presentations; and 
o developed and enhanced client service, for example, through publications, letters, info packs etc. 

 
Task 18 Deliver public presentations on behalf of the Department 
• Task 18.1 - Details of two (2) different presentations you have made and delivered either 

individually or as part of a team.  Ensure one of the presentations is original and developed by 
you.  You must ensure that the presentations include the provision of advice. 
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Evidence supplied MUST include: 
o the topic; 
o the date and venue; 
o the approximate number of attendees; 
o any pre presentation correspondence (for example, with a stakeholder); 
o a copy of your PowerPoint presentation (if applicable) or an outline of your presentation;  
o any hand outs prepared to support your presentation (if applicable). 

• Task 18.2 - Details of feedback obtained following two different public presentations or talks that you 
have given (for example, feedback obtained from the stakeholder organising the presentation). 

 
Task 19 Prepare a document based on research 
• Task 19.1 - Any written document (for example, a report, paper or publication) prepared by you 

in relation to an OSH matter, based on research. 
This could include an external publication (for example a Safety Alert or an industry checklist) or 
an internal document (for example a briefing note for a ministerial or a research paper prepared 
for Policy on an OSH matter). 

 
Task 20 Conduct a record of interview 
• Task 20.1 - A printed copy of the transcript of one (1) completed record of interview, which you 

have either conducted yourself or have assisted someone else to conduct. 
• Task 20.2 - Evidence of your preparation for one (1) record of interview including the 

development of interview questions and records of meetings with the Principal Inspector, the 
Team Manager, a senior inspector and/or other staff involved in the investigation that relate to 
the record of interview process.  The supply of recordings or transcripts is NOT required. 

 
Task 21 Take witness statements 
• Task 21.1 - Three (3) witness statements, which you have personally taken.  Each witness 

statement MUST relate to a separate WorkSafe investigation and should be presented in the 
standard departmental format. 

• Task 21.2 - Information from your inspector notebook concerning the three (3) witness 
statements referred to above.   This information may be in relation to the statements themselves 
or other contextual information relating to the reason the witness statement was taken e.g. 
issues such as a workplace accident, workplace incident or complaint. 

• Task 21.3 - Three (3) inspector statements of evidence (your witness statements) relating to 
WorkSafe investigations with which you have been personally involved. 

 
Task 22 Conduct injury investigations 
• Task 22.1 Four (4) investigations you have conducted into significant injuries notified to 

WorkSafe.  The investigations must have been conducted by you and demonstrate a thorough 
examination of the matter.  The evidence may include an investigation in relation to a potential 
prosecution.  Evidence and conclusions of the investigation must be well documented and 
include evidence such as: 
o the investigation recorded in WISE; 
o copies of notices,  
o notes taken in notebook/diary; 
o witness statements; 
o photographs, measurements, (if any); and 
o research. 
Check that your investigations in WISE are entered in accordance with the Quality Investigation 
Policy. 

 
Task 23 – Promote diversity 
• Task 23.1 - Successful completion of the Promote diversity workshop organised by Inspector 

Development and Training.  This one day workshop forms part of the Skills Development Program. 
Evidence for this task must be: 
o a copy of the Certificate of Completion of the Promote diversity workshop. 



1

Subject: Launch Career Progression 4-5 and Performance Review and Development System 

L5

Location: WS L5 - Training Room

Start: Fri 14/09/2012 2:00 PM

End: Fri 14/09/2012 3:00 PM

Recurrence: (none)

Meeting Status: Meeting organizer

Organizer:

Required Attendees:

Optional Attendees:

Resources: WS L5 - Training Room

Please come along to the pesentation of the new Career Progression 4-5 system and the Performance Review and 
Development Level 5 system.   
 

 will launch the new systems and  and  will be providing a presentation 
and answering questions.  
 
All level 4 and 5 inspectors and Team Managers are invited to attend.  Other interested inspectors can also attend. 
 
A separate session will be booked for the Regional and Primary Industries Team in Bunbury. 
 

 
 



Career Progression 4-5 

Performance Review 
and Development 5 

WorkSafe Inspectors 



Introduction 
Career Progression system 

• Background 

• Career Progression System 4-5 

• Performance Review and Development 5 

• Role Team Manager 

• Review of decision & transitional arrangements 

• Questions 



Background 

• 2002 - Criteria Progression L4-5  

• 2007 - Career Progression 3-5 based on 20 tasks  

• 2012 - Revision of Career Progression system 

 * Career Progression 4-5 

  * Performance Review & Development L5 



Background 

• Commitment to develop: 

 Career Progression 5-6 

 Career Progression Specified Calling 

• Revised Career Progression system has been 
approved by Director General (DG) 

• Delegation signed by DG for Executive Director 
to change classification from 4-5 under system 



Career Progression 4-5 

• Developed for inspectors recruited at L4 

• Pathway to advance to level 5 

• Based on competencies required at that level 

• Recognition of Prior Learning 

• Portfolio of Evidence  



Career Progression 4-5 

Conditions for progression: 

• Inspector has been at L4 for at least 12 months 

• Required tasks have been completed 

• Satisfactory performance at L4 

• Certificate IV in OHS; or 

• Diploma in OHS or higher OHS qualification or 
equivalent relevant experience 



Career Progression 4-5 

• Based on tasks linked to the Diploma of 
Government (Workplace Inspection) 

• Required tasks for Career Progression 4-5: 
 Task 1 – Undertake Coaching  
 Task 2 – Workplace Visits 
 Task 3 – Issue Notices (partly) 
 Task 4 – PRD of last 12 months 



Career Progression System 4-5 

Inspector Information Handbook 

• Flow chart 

• Clear instructions for preparing and submitting 
Portfolio of Evidence 

• Assessment process 

• Review of decision 



Career Progression System 4-5 

Responsibilities inspector 

• Make yourself familiar with tasks 

• Gather work examples 

• Ask Team Manager to sign off tasks 

• Meet job related requirements 

• Submit application to Assessment Panel 



Career Progression System 4-5 
Application Career Progression 4-5 

• Application letter and qualifications 

• Operational statistics last 12 months 

• Evidence for each required task 

• Additional supportive evidence (not required) 

• If submitted on or before anniversary date and 
successful, applicant will be back paid to 
anniversary date  



Career Progression System 4-5 

Assessment Panel 

• 3 Directors, HR, Training Coordinator ID&T 

• Assessment Panel reviews evidence 

• Interviews applicant, manager and referees 

• Recommends classification to L5 to Executive 
Director WorkSafe 



Performance Review & Development L5 

• Developed for inspectors recruited at L5 and 
inspectors going through Career Progression 4-5 

• Pathway to advance through increments level 5 
or demonstrate satisfactory performance  

• Based on competencies required at level 5 

• Recognition of Prior Learning 

• Portfolio of Evidence 



1 Undertake Coaching  11 Make Presentations 

2 Visit Workplaces   12 Participate in Compliance Campaigns 

3 Issue Notices   13 Conduct Workplace Investigations 

4 PRDS   14 Coach other Staff 

5 Use Notebooks  15 Conduct a Record of Interview 

6 Form Opinion   16 Take Witness Statements 

7 Provide Advice  17 Produce an Investigation Report 

8 Conduct Research  18 Participates in Meeting 

9 Take Photographs  19 Use Effective Communication Skills 

10 Maintain Records  20 Give Evidence  

Diploma of Government (Workplace Inspection) - 20 Tasks 



Performance Review & Development L5 

Conditions for progression to L5.2 - KPI’s 12 months 

• Inspector has been at L5 for 12 months 

• Required tasks for the level have been completed 

• Satisfactory performance at L5 

 



Performance Review & Development L5 

Conditions for progression to L5.3 - KPI’s 24 months 

• Inspector has been at L5 for 24 months 

• Required tasks for the level have been completed 

• Satisfactory performance at L5 

 



Performance Review & Development L5 

Conditions for progression to L5.4 - KPI’s 36 months 

• Inspector has been at L5 for 36 months 

• Required tasks for the level have been completed 

• Satisfactory performance at L5 

 



Performance Review & Development L5 

Inspector Information Handbook 

• Flow chart 

• Clear instructions for preparing and submitting 
Portfolio of Evidence 

• Assessment process 

• Review of decision 



Performance Review & Development L5 

Where to start? 

• Plan ahead – 20 tasks to do in three years 

• Make yourself familiar with tasks 

• Gather work examples 

• Ask Team Manager to sign off tasks as you go 

• Provide your best evidence 



Performance Review & Development L5 

• Submit portfolio to Team Manager for 
increment at least 4 weeks before anniversary 
date to allow enough time for assessment  

• Brief memo and qualifications 

• Operational statistics last 12 months 

• Evidence for each required tasks 

• Additional supportive evidence (not required) 



Performance Review & Development L5 

• Team Manager will assess quantity and quality 
of evidence, that it is your own work and that it 
is indicative of your general performance 

• Manager forwards recommendation to Director 
for progression to next increment 

 

 



Performance Review & Development L5 
• After completion of the 20 tasks you need to 

submit your Portfolio to the Assessment Panel, 
for the purpose of obtaining the Diploma in 
Government (Workplace Inspection) 

• Assessment panel reviews materials – if gaps  
identified, inspector will be invited for meeting 

• RPL arrangement with Central Institute of 
Technology - Training Coordinator ID&T will 
assist with application to CIT 



Role Team Manager 

Career Progression system 

• Creating a learning environment 

• Provide opportunities to undertake tasks 

• Assist inspector through evidence gathering 

• Discuss progress on career progression 
during informal meetings and performance 
review and development system 



Role Team Manager 

Career Progression system 

• Assessing and verifying that the evidence is: 
inspector’s own work, is of sufficient quality 
and quantity and is indicative of the general  
performance of the inspector 

• Complete “Sign-Off” form for each task 



Role Team Manager 

Performance Review and Development L5  

• Use PDR forms developed for each increment 

• Attachment 1: Assessment form for each task 

• Attachment 2: Summary assessment form 

• Attachment 3: Assessment sign-off form 

 



Role Team Manager 
Performance Review and Development L5 

• Forward Assessment Sign-Off form to Director 

• Director signs off new increment 

 



Review of decision Career Progression 4-5 

• Review of decision Team Manager –        
through the director  

• Review of decision Assessment  Panel: 
- Feedback from Director 
- If not resolved, written request for review 
- Reviewed by assessment panel – can call in 

experts / specialists 
- Executive Director makes decision 



Review of decision PDR L5 system 
• Review of decision Team Manager                         

* sign off task:                                                   
 - review by the Director                                          
* performance and progression to next increment:  
 - review by the Director                                  
 - if not resolved, review by Executive Director    
 - if not resolved, right of review WA Industrial 
   Relations Commission 

• Review of decision Assessment Panel 



• Career Progression system automatically 
applies to all new level 4 and level 5 
inspectors appointed on or after 5 June 2012 

• Current level 4 inspectors can “opt-in” to new 
system by signing declaration - once you 
choose to participate, you cannot withdraw 

• Specified calling positions cannot opt-in 

Transitional arrangements 



Transitional arrangements 
• Current Level 5 inspectors that have not 

completed the 20 tasks may want to opt-in 
for the purpose of obtaining a Diploma of 
Government (Workplace Inspection) 

• Current Level 5 inspectors that are not in 
new system and have received a Portfolio 
before can stay in the Career Progression 
3-5 system 

 



New Portfolios 
• 14 newly appointed L5 inspectors already 

appointed under new system - Portfolio’s to be 
picked up and signed for 

• L4 + 5 inspectors who wish to opt-in – Please 
sign declaration form and pick up Portfolio 

• If you have received Portfolio of Evidence in 
the past and you are now in new system, 
please hand back old Portfolio to ID&T (to be 
signed back) 



New Portfolios 
• Tasks already signed off in past – need to be 

reviewed and signed off again under PDR L5 
system – Team Manager is now assessing 
quality and quantity of evidence and if 
evidence is indicative of general performance 

• New portfolio’s can be picked up from Level 4 
Training Room after meeting or from ID&T 



Review of new system 

• Review will be conducted after 12 months 

• Any major changes to the system that are 
likely to have significant effects on inspectors 
will be consulted with staff and the union in 
accordance with the Public Service Award 



Further Information 

• Your Team Manager in the first instance 

• Training Coordinator Inspector Development 
and Training 



Questions 
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From:

Sent: Friday, 21 September 2012 2:30 PM

To: OP - Operations

Subject: Information Sessions Criteria progression

 
Hello Everyone,next Friday 28th September we will be holding 3 information sessions in the large training room on 
level 5, in relation to DRAFT criteria progression ,Level 5-Level 6 and specified callings Level 1-Level 3. 
 
Managers all need to be at theirs from 1-2pm. 
 
The level 5-6 session for all general inspectors will be from 1-2 pm 
 
The specified calling session will be from 2-3pm 
 
I will be providing a copy of the draft system to the Elected Delegates committee early next week for them to provide 
feedback.I wanted to organise these information session, that will be presented by  who has helped 
us develop the system,so as all staff had an understanding of the proposed system so as they can provide feedback 
either to their delegates or Directors. 
 

 provided a briefing to regional staff yesterday. 
 
I look forward to seeing you there. 
 
Regards 
 
  

    



INTERVENTIONS THAT MAKE A DIFFERENCE 

 
Career Progression 

 

Presentation 
September  2012 

 





•  Bring you up to date with the proposed approach 
to career progression for progression: 
o From levels 5 – 6 
oThrough specified calling levels 

• To enable you to engage your staff in discussions 
on this proposed approach. 
 
 

Purpose 
 



 
 

• Introduction by the 
Commissioner 
 

• Focusing activity 
 

• Overview of CP and the 
proposal 
 

• Next Steps 
 

• Questions and Discussion 
 
 
 
 

Agenda 
 



The Fiji Dilemma 
 

Prime Minister Gillard is dissatisfied with the way the 
Australian contribution to the Fiji Flood Relief Fund is being 

managed. She has appointed a team of reputable 
Australians to ensure Australia’s contribution of 10,000,000 
is being used, so it has the optimal impact on the wellbeing 

of the Fijian people.  Each of the team members has 
committed to spend equal time to this vital humanitarian 

task. 
The Prime Minister has allocated a budget of 1.0 million 

dollars, above the national contribution to the relief fund, for 
the sole purpose of paying the team members. You may use 

all these people if you wish but a minimum of 6 must be 
utilised.  These people will cease their current paid roles if 

you select them. 
 
 



The Fiji Team 
 

Jan Stirling 

Joe Hockey 

Wayne Swan 

Harry Kewell 

Ernie Dingo 

Kylie Minogue Fiona Wood 



Your Task 
 

• Determine the remuneration to 
be paid to each person in a 
way that optimises the 
success of this project. 

• Report to the whole group 
here today on the decision of 
your group and the criteria 
used to make it. 
 



Purpose of CP 
 

• Reward and 
encourage behaviours 
that support 
WorkSafe’s strategic 
direction. 

• Reward employees 
based on their relative 
value to the 
organisation. 

 



Career Progression 
 

Merit Selection 
 



•Introduction of Career Progression for Specified Calling SCL 
1-2 and SCL 2-3  



This Review 
 Identified 

outcomes 
Developmen

t 
Consultation 

Approval Review 



Commerce Vision 

 A business environment that is 
productive, innovative, fair and safe. 



Commerce Directions 

 • Influencing and shaping our commercial 
 environment 

• Empowering business and the community 

• Developing a world class regulatory 
 environment 

• Enforcing the law 

• Strengthening organisation capacity  



Values 

 • Integrity and professionalism 

• Making a difference 

• Value our people and their contribution 

• Innovation 



Method and Outcome of WorkSafe WA 
 

WA workplaces 
are free of death, 
injury and disease  

 

Investigate and 
enforce the 

Occupational 
Safety and 
Health Act 

Beneficial 
change in 

workplace OSH 
practices 

Increase 
awareness and 

provide advice to 
improve safety 
and health at 

work 

Outcome Method 
influence industry 

Goal 

Create 
partnerships and 

stakeholder 
engagement 



Not Complying 
 

 
Reluctant to Comply 

  

 
Willing to Comply 

  

  Full Force of Law 
 

   Encouraging/ Warning 
 

Informing 
 

Prosecution 

 
Prohibition 

Notice 

Improvement 
Notices 

Information / Education 

WorkSafe Compliance Strategy 



Generally Agreed Desired Attributes 
 

Investigation and Enforcement  Investigation and Enforcement 
cont’d. 
 

Self Management 

• Quality investigation 
reports and prosecution 
brief. 

• For more complex matters, 
good quality of evidence, 
that addresses all the 
elements. 

• Plans work so planned and 
reactive work is complete. 

• Inspections lead to 
improved safety and health 
in the workplace in highly 
complex situations. 

• Safety management 
systems – systemic 
solutions. Find their way to 
compliance without 
workSafe. – Voluntary 
compliance, influence. 

 

• Good written 
communication 

• Investigation competence 
• Fair-minded 
• Ability to enforce the 

Act/Regulations 
• Identify and engage 

stakeholders 
• Appreciate what 

constitutes evidence 
• Can work out the main 

problem and focus on 
objectives of the 
initiative/action. 

• Listening skills 
• Analytical skills 
• Asking right question at the 

right time  
 

• High achiever 
• Self motivated 
• Highly productive 
• Efficient time management 
• High integrity and ethical 

conduct 
• Persistence 
• Only told once 
• Practical approach 
• Fast learner  



Generally Agreed Desired Attributes Cont’d 

 Training Mentoring and 
Coaching 

Influence 
 

Strategic Focus 

• Training and coaching – 
internal 

• Ability to work 
independently or in a team 

• High cognitive and 
emotional intelligence 

• Good communicator/ 
persuader 

• Identify and engage 
stakeholders 

• Training/coaching others – 
external 

• Translating research/ 
specialist information into 
policy/ inspectorate and 
workplace  

 

• Connect to strategic 
approach 

• Connection with where 
WorkSafe is going as an 
organisation 

• Judgment in boundary of 
WorkSafe role  

Technical Expertise Technical Expertise cont’d. 

• Technical knowledge and 
expertise 

• Theoretical/practical skills 
in specialty 

• Connects to objective of 
workplace safety 
 

• Relevant qualifications or 
equivalent 

• Commits to personal and 
professional development  

 



Key Differences 
 1. Focus on capability and outcomes, not 

competencies. 
 

2. Address 4 criteria. 
 

3. Assessment panel includes member external 
to WorkSafe. 
 

4. Need to demonstrate capability and impact – 
form of evidence is more open. 
 

 



Outputs tasks/means         results/criteria Outcomes 

 

• Evidence for higher levels must focus on outcomes 
while also providing evidence of the means (outputs) 

by which outcomes are achieved 

• Outcomes are the effects, consequences and/or 
results of the delivery of outputs 

• Outcomes aligned with Commerce Directions 



The Four Criteria 
•  Investigation and 

Enforcement 
 

•  Influence 
 

•  Technical Expertise 
 

•  Teamwork Mentoring and 
Coaching 



General Inspectors - Getting to Level 6  
 

Level Change Requirement 

General Inspector level 5 to 
General Inspector level 6 

Minimum of 11 points in total including a 
minimum of 3 points in Investigation and 
Enforcement. 

• Up to four (4) points can be attained for each criteri  

• Total points theoretically attainable = 16. 



Specified Calling Level Changes 
 

Level Change Requirement 

Specified Calling 1 to Specified 
Calling 2 

Minimum of 8 points in total including a minimum 
of 2 points in Technical Expertise. 

Specified Calling 2 to Specified 
Calling 3 

Minimum of 11 points in total including a 
minimum of 3 points in Technical Expertise. 

• Up to four (4) points can be attained for each criteri  

• Total points theoretically attainable = 16 



Investigation and Enforcement 
 

This criterion shows the increase in capability required to achieve 
Occupational Safety and Health (OSH) outcomes, as the 
complexity* of the investigation and enforcement factors increase.  

The Inspectors will effectively apply investigation and enforcement 
capabilities to positively impact OSH outcomes. Inspectors will be 
able to demonstrate: 

• Production of quality investigation reports, 

• Gathering of quality evidence that addresses all elements,  

• Ability to enforce the Act/Regulations, 

• An astute investigatory and problem solving approach. 
 
Note: 
About quality presentations of evidence (as in prosecutions) or, 
effective investigations to identify and develop hazard based 
solutions. 
It is about outcomes of investigations (not prosecutions only). 



Influence 
 

This criterion shows the increase in influence 

required to achieve Occupational Safety and 

Health (OSH) outcomes as the complexity* of 

the interpersonal dynamics, intergroup 

dynamics, relationship management, change 

management, and/or politics increase.  
 



Technical Expertise 
 

This criterion shows the progression in the level of 

technical expertise required, as evidenced by peer 

or external recognition, to deliver increasing impact 

in Occupational Safety and Health (OSH). This 

criterion requires a demonstrated commitment to 

personal professional learning and development.   

 



Teamwork Mentoring and Coaching 
 

This criterion shows the progression in team and mentoring/coaching 
skills.  All employees are expected to work effectively in all teams in 
which they are a member.  This includes the team of WorkSafe.  A 
description of an effective team member is described as; 
 
 “Aligns all activities with WorkSafe’s strategic direction. Is open, 
communicative and cooperative in providing information/knowledge to 
others. Is receptive to, and acts on mentoring that is provided to them. 
Contributes ideas of value.” 
 
This criterion recognises the value to WorkSafe of those staff who utilise 
their time in the effective development of other WorkSafe officers.  
 



If the Reclassification Decision is Right 
 

Level promoted 
from 

Level promoted to 



Next Steps 
 

•  Consultation with staff and union 

•  Agreement and formal approval 

•  Implementation Career Progression 5-6 

and Specified Calling 





Thank you! 
 

 
info@orgcapability.com.au 
www.orgcapability.com.au 
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From:

Sent: Wednesday, 2 May 2018 11:11 AM

To: OP - Industrial and Regional Directorate; OP - Major Incident Investigations; OP - 

Service Industries and Specialist Directorate

Subject: FW: Movement between and within Directorates - Procedure (A20653940)

Attachments: Movement between and within Directorates - Procedure.doc

Hello WorkSafe Investigators and Inspectors  
 
 
Further to the process initiated by  (see email below), it has been agreed to extend the process 
to include a possible swap into a Level 5 or Level 6 (like for like) into the Investigations Directorate.  
 
Officers who have previously nominated an Industry Team swap preference, may resubmit to include the 
Level 5 or Level 6 positions in the Investigations Directorate if they so choose and provide the rationale as 
described in section 6 of the attached document.  All inspectors who are yet to nominate but now wish to 
nominate for a  swap to the Investigations Directorate positions should also follow section 6 of the attached 
document. Please submit any nomination for these positions by COB Wednesday 16 May 2018,  and any 
information that you wish to be considered as part of your nomination.  Please email your nominations to 

.  
 
Thanks  
 

   
 
 
   
-----Original Message----- 
From:   
Sent: Tuesday, 20 March 2018 11:59 AM 
To:  
Subject: FW: Movement between and within Directorates - Procedure (A20653940) 
 
 
 
-----Original Message----- 
From:   
Sent: Tuesday, 20 March 2018 11:55 AM 
To: OP - Industrial and Regional Directorate 
Cc: OP - Service Industries and Specialist Directorate 
Subject: Movement between and within Directorates - Procedure (A20653940) 
 
Good morning WorkSafe Industrial and Regional Directorate Inspectors 
 
At our Directorate meeting today I advised of discussions had with  about the movement of 
inspectors between team procedure approved last year at WorkSafe OMC. 
 
Applications are now open for movement requests between teams in either WorkSafe Services Industries 
and Specialist Directorate and WorkSafe Industrial and Regional Directorate in the Safety Regulation 
Group of DMIRS. 
 
As the Major Incident Investigation Directorate has been moved to another Division of DMIRS they are not 
included in this invitation. 
 
Copy of the procedure developed by a group chaired by  last year is attached. 
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Cheers 
 
 
 

 | Director 
Worksafe Industrial and Regional Industries Directorate Safety Regulation Group Department of Mines, 
Industry Regulation and Safety Level 1, Mason Bird Building, 303 Sevenoaks Street, Cannington WA 6107 

 
 

 
 
 
 
 
 
 
 



 
                           WorkSafe 
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PROFESSIONAL DEVELOPMENT PROGRAMME - 
PROCESS FOR WORKSAFE INSPECTORS MOVING BETWEEN AND 
WITHIN DIRECTORATES 
 
 

1. Background 
 

1.1 The ‘WorkSafe Division Proposal for Change Determination Document’ dated 
21/06/17 made provision for the movement of WorkSafe Inspectors between 
Directorates. The purpose of such movement is to facilitate greater opportunity for 
skill development, reduction of risk of fatigue and an increase in the variety of 
work. Such movement between and within Directorates is designated a 
professional developmental opportunity. 

 
1.2 Movement of Inspectors between and within Directorates is dependent upon 

operational priorities and requirements at all times. The objective of Inspector 
movement between and within Directorates is to advantage WorkSafe Division 
and individual Inspectors. The desire of an Inspector to develop professionally, 
enhance their skills and be exposed to a broader set of work experience will align 
with the goal of increasing the capacity and technical expertise of WorkSafe 
Division as a whole and individual Directorates.  

 
 

2. General Guidance 
 

2.1 The movement between and within Directorates described in this policy operates 
apart from routine secondment during the course of an investigation undertaken in 
accordance with the Case Management System Instruction Manual. 

 
2.2 Movement between and within Directorates will be a move to a position at the 

same level. 
 

2.3 Movement between and within Directorates will be for a minimum of 12 months.  
 

2.4 There is no geographical restriction related to movement of Inspectors between 
and within Directorates. Relevant allowances available in accordance with the 
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Public Sector Award 1992 may be payable in instances where an Inspector is 
directed to re-locate. 

 
2.5 This policy supersedes all previous policies and procedures related to movement 

of Inspectors between and within Directorates 
 

 
3. Application Instructions 

 
3.1 Inspectors considering a movement within one Directorate or to another 

Directorate will take the steps outlined below: 
 
3.1.1 Inform their Team Manager and Director of a desire to be considered for 

movement to another Team during Professional Review & Development 
(PRD) sessions or as is otherwise convenient.  
 

3.1.2 Discuss with their Team Manager what might be required of them to obtain or 
develop skills and capabilities to ensure that they have the ability to perform 
the work required in the Team to which they desire to move. 

 
3.1.3 Coordinate with their Team Manager the scheduling of additional training and 

experience that is required before movement to another Team. 
 

3.1.4 Submit a Request for Movement, citing the reasons that movement to a new 
Team or Directorate is advantageous for the Inspector and the Inspectorate, 
when a developmental opportunity for movement between or within 
Directorates is offered. 

 
 

4. Administrative Instructions 
 

4.1 Inspector Development & Training (ID&T) will notify WorkSafe Division via e-mail, 
to ‘All WorkSafe’ during February of each calendar year of the opportunity to 
submit an application for movement of Inspectors between and within Directorates 
including instructions for submission.  

 
4.2 Upon receipt of applications in response to the application request, ID&T will 

notify Operational Directors of the candidates for movement between or within 
Directorates, whereupon Operational Directorates will consult to determine actual 
movement of Inspectors. 

 
4.3 Inspectors will be notified of the result of the Operational Directors consultation 

and of any subsequent movement of Inspectors by e-mail message forwarded by 
ID&T. 
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4.4 Operational Directors will provide feedback related to the result of the 

consultations to the Inspector. 
 

4.5 The Operational Director to which an Inspector is assigned will complete 
administrative details such as switching the Inspector’s name in WISE to their 
‘new’ Team and moving the Inspector’s name from one Team to another in Team 
‘Outlook’ distribution.  

 
4.6 ID&T will establish liaison with HR to coordinate administrative arrangements. 

 
 

5. Special Circumstances 
 

5.1 In the case of any special circumstance that requires immediate movement of an 
Inspector between or within Directorates, Operational Directors may effect such 
movement at any time necessary.  

 
5.2 The Operational Director of the Team to which the Inspector is moved will 

complete required administrative steps to accomplish such movement. 
 

 
  

6. Movement precipitated by the August 2017 operational restructure 
 

6.1 Inspectors will be allowed two weeks to express a desire to move between or 
within Directorates as a result of the restructure that occurred during August 2017. 
The dates for this process will be determined by the Operational Directors. 

 
6.2 An Inspector who desires to request movement between or within Directorates as 

a result of the operational restructure to a Team to which they did not desire an 
appointment will forward an e-mail with information supporting the request to the 
Operational Director to whom they have been most recently assigned. In that 
request the Inspector will nominate the Team to which the Inspector desires an 
appointment.  

 
6.3 Operational Directors will make a determination with respect to such requests 

received and decide whether or not such a move to a different Team is 
operationally feasible or otherwise desirable and execute such movement 
as/when appropriate.  

 
6.4 The Operational Director of the Team to which the Inspector is moved will 

complete required administrative steps to accomplish such movement. 
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Please note: The Australian Work Health and Safety Strategy 2012-2022 was updated to 
incorporate edits agreed to by Safe Work Australia Members in response to the findings of 
the mid-term review of the Strategy. These updates are listed below.

1. Change references from ‘priority disorders’ to ‘priority conditions’.

2. Amend the list of priority conditions as follows (changes in bold):

• musculoskeletal disorders (MSDs)

• mental health conditions  

• cancers (including skin cancer and asbestos-related cancers) 

• occupational lung diseases

• contact dermatitis, and 

• noise-induced hearing loss.

3. Update the Leadership and culture action area to explicitly reference ‘bullying, 
harassment and occupational violence’ as follows (changes in bold):

Organisational cultures can be influenced by broader community values and attitudes. 
Community expectations can be powerful drivers of change and collectively influence the 
nation’s health and safety culture. When the Australian community expects and demands 
that work be free from harm any failure to do so generates community pressure and action.

The existence of bullying, harassment and occupational violence is identified as a hazard 
and requires organisational and community leadership to reduce incidence and impact.
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Introduction
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The Australian Strategy builds on 
the National Occupational Health 
and Safety Strategy 2002–2012 (the 
National OHS Strategy). In 2002 
the Workplace Relations Ministers’ 
Council, the Australian Council of Trade 
Unions and the Australian Chamber 
of Commerce and Industry endorsed 
the National OHS Strategy to provide 
a framework for a broad range of 
national activities to improve the health 
and safety of workers in Australia.

The National OHS Strategy was held in 
high regard internationally throughout 
its duration. It set ambitious targets 
and resulted in significant reductions 
in work-related traumatic fatalities 
and injuries. Governments, unions 
and industry worked in partnership 
to improve work health and safety 
awareness and skills and to develop 
nationally-consistent legislation. 

Reviews of the National OHS Strategy 
identified the need to sustain 
consistent attention and effort on key 
areas in order to achieve improvement. 
The reviews also highlighted the 
importance of developing and 
monitoring the effectiveness of 
the implementation process. The 
reviews established the need to 
expand the scope of involvement in 
implementation beyond government 
regulators to include collaborative 
partnerships with all parties with an 
interest in work health and safety.

While improvements to work health 
and safety were made during the 
National OHS Strategy current data 
show that on average over 250 workers 
in Australia die from an injury sustained 
at work each year. It is estimated that 
over 2000 workers die from a  
work-related illness each year.  
In 2009–10 640 000 workers reported 
experiencing a work-related injury 
or illness. In the same year 303 000 
workers were compensated for an 
injury or illness.

Safe Work Australia has calculated that 
the total cost of workplace injury and 
illness to the Australian economy for 
the 2008–09 financial year was  
$60.6 billion. This represented  
4.8 per cent of the Australian Gross 
Domestic Product. The significant 
economic costs of work-related injury, 
illness and death are borne by workers, 
their families, the broader community 
and employers.
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Overview of the Australian Work Health and 
Safety Strategy 2012–2022

The Australian Strategy promotes the vision of healthy, safe and productive 
working lives and sets four outcomes to be achieved by 2022 (2022 Outcomes). 
Seven action areas have been identified to collectively contribute to the delivery 
of these outcomes. These components are described in more detail on the 
following pages. 
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Purpose

The purpose of the Australian Strategy 
is to drive key national activities to 
achieve improvement in work health 
and safety. It is aimed at regulators, 
industry, unions, other organisations 
and governments that in turn influence 
work and workplaces across Australia.

The Commonwealth, state and territory 
governments, industry and unions have 
strategies to support and improve 
work health and safety. The Australian 
Strategy has been designed to be 
sufficiently broad and high-level so 
that governments, industry, unions 
and other organisations can undertake 
activities that assist in meeting the 
desired outcomes.

Those responsible for regulating 
work health and safety, public health, 
energy and transport will need to 
work collaboratively to achieve the 
vision and outcomes of the Australian 
Strategy. 

Individual organisations and 
workplaces, professional associations 
and interest groups are encouraged 
to undertake supporting strategic 
activities. 

Around half of all workers in Australia 
are employed in small businesses. It 
is important that national strategic 
activities support improvement in 
the capability of small businesses to 
successfully manage health and safety 
risks. 

Throughout the life of the Australian 
Strategy, evidence on work health 
and safety issues will be collected 
and analysed to inform and evaluate 
national and organisational policies, 
programs and practice.

Principles

The Australian Strategy is underpinned 
by two key principles. Firstly all 
workers, regardless of their occupation 
or how they are engaged, have the 
right to a healthy and safe working 
environment; and secondly  
well-designed, healthy and safe work 
will allow workers in Australia to have 
more productive working lives. 

This is consistent with the United 
Nations’ Universal Declaration of 
Human Rights and is reflected in duties 
of care established in all Australian 
work health and safety legislation.

These duties flow from the philosophy 
that workers should be given the 
highest practical level of protection 
against harm to their health and safety 
from hazards and risks arising from 
work.
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Over the next decade the nature 
of work in Australia will continue 
to change in response to economic 
pressures, technological changes and 
demographic shifts. These changes 
will bring new risks, but also new 
opportunities to improve work health 
and safety. 

In this changing environment Australian 
business needs to remain competitive 
and productive. While there are 
costs inherent in providing healthy 
and safe workplaces the costs of not 
doing so are even greater. It has been 
shown that good work health and 
safety improves long-term business 
productivity. 

Effective systematic management of 
risks results in improved worker health 
and safety and productivity by:

 » preventing and reducing the 
number and severity of injuries and 
illnesses and associated costs

 » promoting worker health, wellbeing 
and capacity to work, and

 » fostering innovation, quality and 
efficiency through continuous 
improvement. 

Healthy, safe and productive 
working lives
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Progress towards the vision will be 
made through a set of outcomes to be 
achieved by 2022 which in turn will be 
supported through seven Action Areas.

The outcomes are:

 » reduced incidence of work-related 
death, injury and illness achieved by 

 » reduced exposure to hazards and 
risks using

 » improved hazard controls and 
supported by

 » an improved work health and 
safety infrastructure.

We can only achieve the vision and 
the outcomes if the systematic 
management of risks happens at the 
workplace level and concerted effort is 
made by duty holders and those who 
support them.

What is work health and safety infrastructure? 

 » A responsive and effective regulatory framework.

 » The knowledge and skills of all parties with a role in 
work health and safety.

 » A robust evidence base.
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2022 Outcomes Targets and performance indicators

The Australian Strategy includes 
national targets and performance 
indicators that are used to measure 
the success of national actions. The 
number and incidence rate of fatalities, 
injuries and conditions are important 
indicators of health and safety 
performance. 

Targets to be achieved by 2022 include:

 » a reduction in the number of worker 
fatalities due to injury of at least  
20 per cent

 » a reduction in the incidence rate 
of claims resulting in one or more 
weeks off work of at least  
30 per cent, and

 » a reduction in the incidence rate of 
claims for musculoskeletal disorders 
resulting in one or more weeks off 
work of at least 30 per cent.

A range of performance indicators 
will be developed to monitor progress 
against all areas of the Australian 
Strategy including the reduction 
of exposures to hazards and 
improvements in the control of hazards.

The method for target setting and 
measurement will be explained in a 
supplementary document.

Targets to be achieved by 2022

 » A reduction in the number of worker fatalities due to 
injury of at least 20 per cent.

 » A reduction in the incidence rate of claims resulting in 
one or more weeks off work of at least 30 per cent.

 » A reduction in the incidence rate of claims for 
musculoskeletal disorders resulting in one or more 
weeks off work of at least 30 per cent.
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Action Areas

The Australian Strategy has seven 
national Action Areas: 

 » Healthy and safe by design

 » Supply chains and networks

 » Health and safety capabilities

 » Leadership and culture 

 » Research and evaluation

 » Government, and 

 » Responsive and effective regulatory 
framework.

These national Action Areas were 
chosen because: 

 » Prevention activities should be 
directed to where there is the 
greatest potential for reducing 
harm.

 » Hazards and risks are most 
effectively controlled at the source.

 » Prevention effort should focus on 
eliminating or minimising exposure 
to serious hazards and risks and 
progressively improving controls. 
If elimination is not practical 
then risks need to be minimised 
according to the hierarchy of 
control.

 » Where a hazard exists but the 
level of risk is not certain, the risk 
should be assumed to be high and 
managed accordingly until the 
actual level of risk is known.

 » Creating healthy and safe work 
requires that jobs and tasks be 
designed to accommodate the 
abilities, diversity and vulnerabilities 
of workers, including those 
returning to work following injury or 
illness. 

 » Continued improvement in work 
health and safety requires ongoing 
collaboration and cooperation 
between all parties. 

 » Workers have the right to be 
genuinely consulted in all matters 
relating to their work health and 
safety.

 » Organisation leaders influence 
work health and safety through 
their management, education and 
procurement practices.

 » Work health and safety 
improvements are best achieved 
when health and safety is 
supported by the organisation’s 
culture and embedded in its 
procedures and processes. 

 » The community and its leaders can 
influence attitudes and cultural 
norms.

 » All parties with a role in work health 
and safety require appropriate 
knowledge and skills.

 » Work health and safety policy and 
practice should be informed by 
evidence. 

 » Governments can strongly influence 
work health and safety.

 » The regulatory framework needs to 
be flexible, responsive and adaptive 
to the changing nature of work and 
work circumstances. 
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Action Areas

Action Areas Strategic Outcomes

Healthy and 
safe by design

Hazards are 
eliminated or 
minimised by design

 » Structures, plant and substances are designed to eliminate or 
minimise hazards and risks before they are introduced into the 
workplace.

 » Work, work processes and systems of work are designed and 
managed to eliminate or minimise hazards and risks.

Supply chains 
and networks

Improved work health 
and safety through 
supply chains and 
networks

 » Supply chain and network participants understand their 
cumulative impact and actively improve the health and safety of 
the supply chain.

 » Commercial relationships within supply chains and networks are 
used to improve work health and safety.

 » Industry leaders champion work health and safety in supply 
chains and networks.

Health 
and safety 
capabilities

Improved work health 
and safety capabilities

 » Everyone in a workplace has the work health and safety 
capabilities they require.

 » Those providing work health and safety education, training and 
advice have the appropriate capabilities.

 » Inspectors and other staff of work health and safety regulators 
have the work health and safety capabilities to effectively 
perform their role.

 » Work health and safety skills development is integrated 
effectively into relevant education and training programs.

Leadership and 
culture

Leaders in 
communities and 
organisations 
promote a positive 
culture for health and 
safety

 » Communities and their leaders drive improved work health and 
safety.

 » Organisational leaders foster a culture of consultation and 
collaboration which actively improves work health and safety.

 » Health and safety is given priority in all work processes and 
decisions.

Research and 
evaluation

Evidence–informed 
policy, programs and 
practice

 » Research and evaluation are targeted to provide the evidence to 
prioritise and progress areas of national interest.

 » Australia has an effective research and evaluation infrastructure 
and capacity.

 » Evidence is translated to assist practical application.

 » The results of research and evaluation are disseminated and 
implemented.

Government Governments improve 
work health and 
safety

 » Work health and safety is actively considered in the development, 
implementation and evaluation of government policy.

 » Governments use their investment and purchasing power to 
improve work health and safety.

 » Governments exemplify good work health and safety.

Responsive 
and effective 
regulatory 
framework

The regulatory 
framework improves 
effectiveness by 
responding and 
adapting to changing 
circumstances

 » Legislation, policies and regulatory practice are reviewed and 
monitored to ensure they are responsive and effective.

 » Relationships between regulators and all who have a stake in 
work health and safety are effective, constructive, transparent 
and accountable.

Action Areas and Strategic Outcomes to be achieved by 2022
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The most effective and durable means 
of creating a healthy and safe working 
environment is to eliminate hazards 
and risks during the design of new 
plant, structures, substances and 
technology and of jobs, processes and 
systems. This design process needs 
to take into account hazards and risks 
that may be present at all stages of the 
lifecycle of structures, plant, products 
and substances.

Good design can eliminate or minimise 
the major physical, biomechanical 
and psychosocial hazards and risks 
associated with work. Effective design 
of the overall system of work will take 
into account, for example, management 
practices, work processes, schedules, 
tasks and workstation design. 

Sustainable return to work or remaining 
at work while recovering from injury 
or illness is facilitated by good job 
design and management. Managers 
have an obligation to make reasonable 
adjustments to the design of the work 
and work processes to accommodate 
individuals’ differing capabilities. 

Workers’ general health and wellbeing 
are strongly influenced by their health 
and safety at work. Well-designed work 
can improve worker health. Activities 
under the Australian Strategy build 
appropriate linkages with healthy 
worker programs to support improved 
general worker wellbeing as well as 
health and safety. 

National activities support the 
following outcomes: 

 » Structures, plant and substances 
are designed to eliminate or 
minimise hazards and risks before 
they are introduced into the 
workplace. 

 » Work, work processes and systems 
of work are designed and managed 
to eliminate or minimise hazards 
and risks.

Hazards are eliminated 
or minimised by design
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Healthy and safe by design

“Supply chains and networks” refers 
to the often complex chain or web of 
commercial or business relationships 
designed to provide goods or services 
like moving agricultural produce to a 
supermarket or car components to 
vehicle manufacturers. 

Supply chains and networks are 
usually established through formal or 
informal contractual arrangements. 
When people within a supply chain act 
cooperatively they can exert greater 
influence on health and safety than 
when acting alone. 

Industry leaders within supply 
chains and networks need to be 
champions of health and safety. Safety 
practices often improve when one 
respected member of a group adopts 
new practices, influencing others’ 
perceptions, expectations and actions.

Relationships between parties within 
a supply chain or network can exert 
positive or negative pressure on work 
health and safety practices. This is 
especially the case for micro and small 
businesses which may have limited 
resources or bargaining power. 

National activities support the 
following outcomes: 

 » Supply chain and network 
participants understand their 
cumulative impact and actively 
improve the health and safety of 
the supply chain.

 » Commercial relationships within 
supply chains and networks are 
used to improve work health and 
safety.

 » Industry leaders champion work 
health and safety in supply chains 
and networks.

Improved work health 
and safety through supply 
chains and networks 

Supply chains and networks 
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Every person requires the capabilities—
the knowledge, skills and resources—to 
fulfil their role in relation to work health 
and safety.

In the workplace those in control of 
work need to be able to make informed 
decisions. Managers need to be able to 
identify hazards and understand how 
to manage associated work health and 
safety risks, judge whether controls are 
effective and communicate with staff. 

Where work is high risk, specialist skills 
and knowledge are required. 

Work health and safety regulators 
provide support to duty holders to 
help them comply with the legislation. 
Inspectors and other staff need the 
skills, knowledge and resources to 
effectively perform their roles.

A key challenge for national activities 
under this Action Area is to both 
expand opportunities for learning and 
ensure continuous improvement of the 
standard and quality of training and 
education.

In a decade many existing workplace 
hazards will still be present and 
new ones will have appeared. It is 
particularly important that education 
and training enable those who provide 
professional or practical advice to 
competently deal with old and new 
hazards. Those who provide advice 
need to know when to refer the matter 
to others with appropriate expertise.

The data show that young people 
are at high risk of work-related injury. 
Effective work health and safety 
training should occur at school, during 
vocational and higher education, at the 
time of induction, and in the workplace. 

This is an important part of providing 
young people with the knowledge, 
skills and experience to help protect 
themselves and their workmates. 

National activities support the 
following outcomes: 

 » Everyone in a workplace has the 
work health and safety capabilities 
they require.

 » Those providing work health 
and safety education, training 
and advice have the appropriate 
capabilities.

 » Inspectors and other staff of 
work health and safety regulators 
have the work health and safety 
capabilities to effectively perform 
their role.

 » Work health and safety skills 
development is integrated 
effectively into relevant education 
and training programs.

Improved work health 
and safety capabilities 
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Health and safety capabilities 

Within organisations, leaders promote 
positive cultures by demonstrating a 
commitment to:

 » systematic management of risks

 » role clarity, worker involvement and 
workgroup cohesion

 » consultation and clear two-way 
communication

 » compliance with procedures

 » organisational learning

 » appropriate training

 » organisational justice and an 
environment of dignity and respect 

 » supervisor support, and

 » a positive leadership and 
management style.

There is strong evidence that 
performance is improved when 
organisations address work health and 
safety risks along with other important 
business risks.

Organisational cultures can be 
influenced by broader community 
values and attitudes. Community 
expectations can be powerful drivers 
of change and collectively influence 
the nation’s health and safety culture. 
When the Australian community 
expects and demands that work be 
free from harm any failure to do so 
generates community pressure and 
action.

The existence of bullying, harassment 
and occupational violence is identified 
as a hazard and requires organisational 
and community leadership to reduce 
incidence and impact.

It is important to:

 » lead and influence community 
debate on work health and safety 
through media and other public 
forums and mechanisms

 » counteract inaccurate media 
reporting about work health and 
safety

 » create more accurate injury and 
illness risk perceptions, and

 » generate community confidence 
that workplace risks can be 
managed. 

If these messages are delivered by 
opinion leaders they are more likely to 
be believed and acted upon. 

National activities support the 
following outcomes: 

 » Communities and their leaders 
drive improved work health and 
safety.

 » Organisational leaders foster 
a culture of consultation and 
collaboration which actively 
improves work health and safety.

 » Health and safety is given priority in 
all work processes and decisions.

Leadership and culture 

Leaders in communities 
and organisations promote 
a positive culture for health 
and safety 
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Work health and safety policy, 
programs and practice need to 
be informed by robust evidence. 
Continuing to improve national data is 
essential to developing the evidence 
base. Evidence helps the ongoing 
identification of national priorities and 
measurement of our progress towards 
achieving the vision and the outcomes.

A nationally-coordinated and 
cooperative approach is required to 
promote the efficient and effective 
use of Australia’s research resources. 
Australia’s research infrastructure and 
capability must be developed by using 
innovative approaches to increase 
research funding and resources in 
both the public and private sectors. 
Research should lead to practical 
results to strengthen risk controls in 
workplaces. 

Effective recruitment, training and 
support of the next generation of 
research professionals ensures that 
in 2022 Australia’s research capacity 
equals the best in the world. 

National activities support the 
following outcomes: 

 » Research and evaluation are 
targeted to provide the evidence 
to prioritise and progress areas of 
national interest. 

 » Australia has an effective research 
and evaluation infrastructure and 
capacity.

 » Evidence is translated to assist 
practical application.

 » The results of research and 
evaluation are disseminated and 
implemented.

Evidence-informed  
policy, programs and 
practice  

What are Australia’s national work health and safety 
research priorities? 

 » Build a national picture of work health and safety 
performance.

 » Evaluate the effectiveness and cost of work health and 
safety legislative changes.

 » Better understand current hazard exposures, the 
effectiveness of controls, and attitudes towards health 
and safety.
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Research and evaluation 

Governments have a range of tools 
they can use to change behaviours 
including regulation and information, 
education, awareness and compliance 
campaigns. 

Governments can promote and 
influence work health and safety 
within Australian organisations and 
in the community through policy 
development and in the programs and 
services they deliver. 

Governments are also major purchasers 
of products and services. By 
incorporating work health and safety 
and safe design requirements into 
government investment, procurement 
arrangements and contracts, 
governments can actively encourage 
suppliers to improve products and 
their health and safety practices and 
performance.

In meeting their obligations as 
employers, governments have the 
opportunity to set an example by 
ensuring the highest level of protection 
of their workers.

National activities support the 
following outcomes: 

 » Work health and safety is actively 
considered in the development, 
implementation and evaluation of 
government policy.

 » Governments use their investment 
and purchasing power to improve 
work health and safety.

 » Governments exemplify good work 
health and safety.

 

Governments improve 
work health and safety  

Government 
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Responsive and effective  
regulatory framework 

An effective regulatory framework 
provides for a flexible response 
taking into account the particular 
circumstances, available evidence, 
community expectations and the 
environment in which organisations 
operate.

Legislation, policies and practice are 
reviewed, monitored and updated 
regularly to continue progress 
towards national consistency and 
regulatory effectiveness. Regulators 
are encouraged to work collaboratively. 
There is also a need to reduce costs 
and improve efficiency by removing 
unnecessary red tape around 
compliance costs. 

Businesses, unions, employer 
associations, the community and 
governments need to work together 
to improve work health and safety 
outcomes. At the highest level these 
relationships involve formal tripartite 
consultation. 

National activities support the 
following outcomes: 

 » Legislation, policies and regulatory 
practice are reviewed and 
monitored to ensure they are 
responsive and effective.

 » Relationships between regulators 
and all who have a stake in work 
health and safety are effective, 
constructive, transparent and 
accountable. 

 

The regulatory framework 
improves effectiveness by 
responding and adapting to 
changing circumstances   
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Responsive and effective  
regulatory framework 

Priority industries 

The following broad industry groups 
have been identified as national 
priorities for prevention activities. 
These are:

 » agriculture

 » road transport

 » manufacturing

 » construction

 » accommodation and food services

 » public administration and safety, 
and

 » health care and social assistance.

In 2012, these industries were found 
to have high numbers and rates of 
injury and/or fatalities, or were by their 
nature hazardous. The national industry 
priorities focus attention and activities 
on identifying the cause of injury and 
illness and on working to find and 
implement solutions. 

In order to focus attention on areas 
that require the greatest improvement, 
relevant sub sectors from within these 
broad industry groups will be chosen 
by jurisdictions during specified 
periods during the life of the Australian 
Strategy. 

The agriculture and road freight 
transport industries will be the focus of 
efforts in all jurisdictions during the first 
five years of the Australian Strategy to 
reduce the high numbers of fatalities in 
these industries.

Priority conditions

The following work-related conditions 
categories are identified as national 
priorities. They have been chosen 
based on the severity of consequences 
for workers, the number of workers 
estimated to be affected, and the 
existence of known prevention options. 

The priority work-related conditions 
are:

 » musculoskeletal disorders (MSDs)

 » mental health conditions

 » cancers (including skin cancer and 
asbestos-related cancers)

 » occupational lung diseases

 » contact dermatitis, and

 » noise-induced hearing loss. 
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International collaboration

Reporting

Implementation activities

Australia is a signatory to a range of 
international work health and safety 
conventions and agreements. This 
is one important way Australia can 
demonstrate our commitment and 
regional leadership in work health and 
safety. 

Australia should continue to contribute 
to building the international evidence 
base on work health and safety 
through appropriate international 
collaboration, cooperation and 
exchange of information particularly 
about our national priorities. Australia 
can support the building of work health 
and safety capacity in our region. 

The Australian Strategy has been 
designed to be sufficiently broad 
and high-level so that governments, 
industry, unions and other 
organisations can undertake activities 
that assist in meeting the desired 
outcomes. 

National activities to achieve the 
Australian Strategy’s outcomes will 
be collaboratively developed with key 
stakeholders and interested parties. 
Guidance and tools for those interested 
in undertaking activities to support the 
Australian Strategy will be developed 
and published.

An annual report on the Australian 
Strategy will be published. The 
Australian Strategy was reviewed in 
2017 to ensure it continues to generate 
sustained improvements in work health 
and safety.







Resources Advice and Regulation
Ensuring the State’s natural resources 
are developed and managed responsibly 
through the provision of resource advice 
and regulatory services to the Western 
Australian community.
Effectiveness
• Stakeholder satisfaction with the 

department as an effective resource  
sector regulator.

Efficiency
• Average cost of resource regulation per  

live title.

Industry Advice and Regulation
The provision of advice and regulatory 
services to the Western Australian 
community in the areas of consumer 
protection, building and plumbing, 
electricity and gas, and labour relations.
Effectiveness
• Stakeholder satisfaction with the 

department as an effective industry 
regulator.

Efficiency
• Average cost per transaction to deliver 

industry advice and regulation services.

Safety Advice and Regulation
The provision of advice and regulatory 
services to the Western Australian 
community in the area of occupational 
safety and health.
Effectiveness
• Number of work-related traumatic  

injury fatalities.

Cost effectiveness
• Cost of work-related lost time injury 

and disease claims in relation to cost of 
service.

Efficiency
• Percentage of high-risk work licence 

applications determined within agreed 
timeframes.

Government of Western Australia
Department of Mines, Industry Regulation and Safety

New DMIRS Outcome Based Management 
(OBM) structure 2018–19

Services

Better Places  
A quality environment with liveable and  

affordable communities and vibrant regions.

Strong Communities
Safe communities and supported families.

Government Goals

Outcome 
Supporting a safe, fair and responsible future for the community, industry and resources sector.
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	i. Team Members
	Every investigation team must be made up of the following WorkSafe officers:
	 Investigating Inspector;
	 Case Manager;
	 Team Manager;
	 Director; and
	 if required, a technical expert to provide evidence of practicable measures (eg. an employer in the same industry as the person under investigation).
	WorkSafe encourages teamwork across its directorates. When assembling an investigation team, Case Managers are to consider whether a person outside their operational team is needed to contribute additional expertise to the investigation team.  In thes...
	ii. The team’s collective responsibilities
	The team shares the following collective responsibilities:
	1. Treat the investigation with the highest possible priority.
	2. Attend all case management meetings.
	3. Ensure the investigation is innovative, meticulous, exhaustive and efficient.
	4. Provide any assistance requested by WSLS.
	iii. Accountability for the content of the Brief
	The Investigating Inspector, Case Manager and Director must all thoroughly review the content of the Brief.  Each of them is personally accountable for the quality of the investigation.
	This accountability is not affected by an inspector who began or completed an investigation ceasing to work on the investigation for any reason, including ceasing to be employed by WorkSafe.
	iv. Investigating Inspector’s responsibilities
	The Investigating Inspector is responsible for the following tasks:
	1. Carry out the investigation allocated by the Team Manager.
	2. Work under the management and supervision of the Case Manager.
	3. Compile the Brief.
	4. With the Case Manager, decide:
	(a) upon any charges recommended to WSLS; or
	(b) to close the investigation, without recommending any charges.
	5. If a charge is recommended, write the investigation report requesting legal advice and forward it to WSLS, via the Case Manager and Director.
	6. If a charge is not recommended, write the report seeking approval to close the investigation and forward it to the Director, via the Case Manager.
	v. Case Manager’s responsibilities
	The Case Manager is responsible for the following tasks:
	1. Arrange the case management meetings, chair the meetings and record the outcomes of the meeting on the tracker tools.
	2. Ensure –
	(a) correct investigative techniques are used;
	(b) inspector’s powers are properly exercised;
	(c) all evidence is obtained (ie, all possible sources of evidence are actively and conclusively exhausted); and
	(d) all records of interview are extensive and properly conducted.0F
	3. Manage and supervise the Investigating Inspector, including –
	(a) ensure the Investigating Inspector understands the case management system;
	(b) ensure the investigation tasks are clear and achievable; and
	(c) provide the Investigating Inspector with the advice, mentoring and assistance needed to produce the highest possible quality of investigation.
	4. Request resources from the Team Manager and Director.
	5. Obtain any necessary legal advice or assistance from WSLS and share the legal advice at the case management meetings.
	6. Liaise with WSLS as to whether an expert needs to be part of the investigation team.
	7. Review the Brief.
	8. If a charge is recommended, review the investigation report to WSLS requesting legal advice and forward the Brief to the Director.
	9. If a charge is not recommended, review the report to the Director seeking approval to close the investigation and forward the Brief to the Director.
	10. Hand-deliver the Brief and the accompanying report to the Director.
	vi. Team  Manager’s responsibilities
	The Team Manager must ensure the Case Manager and Investigating Inspector are provided with the resources needed to carry out the investigation.
	vii. Director’s responsibilities
	The Director is responsible for the following tasks:
	1. Provide the Case Manager and the Investigating Inspector with the resources necessary to carry out the investigation.
	2. Provide progress reports on the investigation to:
	(a)  any next of kin;
	(b)  the WorkSafe WA Commissioner; and
	(c)  the WorkSafe media officer.
	3. Approve the Brief after fully reviewing all of the evidence and the accompanying report.
	4. If a charge is recommended, hand-deliver the Brief to the WSLS prosecution officer, for the purpose of obtaining advice from a WSLS lawyer.
	5. If a charge is not recommended and the accident involved a fatality, hand-deliver the Brief to the WSLS prosecution officer, so the Director of WSLS can liaise with the Office of the State Coroner.
	6. Approve the reopening of the investigation, in circumstances where WSLS has assessed the Brief and provided legal advice to the effect that further investigation work is necessary in order to prove the recommended charges.
	The Director holds ultimate responsibility for the quality and timeliness of the completed investigation.
	(a) tell investigators when or how to investigate;
	(b) manage investigations; or
	(c) supervise investigations,
	including investigations which have been reopened as a result of legal advice.
	i. First case management meeting
	An inspector must attend the scene of a workplace accident within the response times set out in WorkSafe’s Response Policy.
	During the initial attendance at the accident scene, the Investigating Inspector gathers all available evidence, secures the scene and takes any appropriate immediate enforcement action.  The first case management meeting will then be held.
	The first case management meeting is to be held within 24 hours of a fatal accident and within 48 hours of any other accident, unless it is impracticable to do so due to the accident occurring in a remote location.
	At the meeting, the evidence gathered thus far will be considered.  The Case Manager, in together with the Team Manager and Director, will then decide whether to continue to investigate the accident and activate this System.
	ii. Subsequent case management meetings
	Following the initial case management meeting, thereafter a case management meeting must be held at least once a month.
	It may be that in the early stages of the investigation, case management meetings take place more frequently due to the fact that the bulk of the evidence-gathering will occur during that time.
	iii. Time within which an investigation is to be completed
	All investigations are to be completed within 12 months of the first case management meeting.
	If an investigation cannot be completed within 12 months without compromising the quality of the investigation, the Director may agree to an extension of time.
	The Director will inform the WorkSafe WA Commissioner of the extension of time.  In turn, the Commissioner may seek legal advice from the Director WSLS as to the likely impact of the extension of time.
	i. Objectives
	The objectives of each case management meeting are as follows:
	ii. Attendance
	iii. Compulsory agenda items
	The following items must be considered at each case management meeting:
	iv. Scheduling, chairing and recording
	The Case Manager is responsible for scheduling and chairing each case management meeting.
	At the conclusion of each meeting, the Case Manager must record the outcomes in the compulsory task progress tracker and the monthly case management meeting tracker.
	If necessary, the Case Manager may write a memorandum to supplement the details recorded in a tracker document.
	PART 8     COMPLETING an Investigation
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