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BSBWHS416 
Contribute to workplace incident response 
ASSESSMENT SUMMARY

The assessment activities for BSBWHS416 Contribute to workplace incident response cover all aspects of the unit of competency required. To demonstrate competence in this unit, a participant must undertake all tasks and complete them satisfactorily and consistently. For Apprentices and Trainees, this includes employer completion of the Employer Record Book (ERB). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be equitable, fair and flexible. If a participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a participant does not answer some questions or perform some tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. The Trainer/Assessor is able to provide the participant with additional information on interpreting the assessment outcomes and provide guidance on the participant’s options. Should a participant still be deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result. 

By signing the cover page for each assessment item, the participant acknowledges they understand the assessment instructions and requirements and consent to being assessed. The participant also verifies and assures the RTO that the work submitted is their own work. 


	Participant Name
	Michael Franz




	Task
	Assessment Results 

	Workbook
	 Satisfactory 
	 Not Yet Satisfactory

	Quiz
	 Satisfactory 
	 Not Yet Satisfactory

	Practical Assessment
	 Satisfactory 
	 Not Yet Satisfactory

	Outcome for Unit of Competency
	 Competent
	 Not Yet Competent
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	Assessor Signature
	
	Unit Competence Determination Date
	Click here to enter a date.
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	WORKBOOK INSTRUCTIONS

· This workbook will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	[bookmark: _Ref396827952]Participant name
	Michael Franz

	
	

	Participant signature
	
	
	

	Date
	2/10/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Number of activities
	Number of activities answered correctly
	Task outcome (Tick)

	6
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	




	ASSESSOR COMMENTS

	


NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications.


For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



Name a workplace and workgroup that you are (or hypothetically are) the supervisor for: 

	Name of workplace
	QTMP

	Workgroup
	Civil




	ACTIVITY 1  [bookmark: _Ref44072552]

	Identify two (2) parties (apart from yourself) who hold a duty within your workplace regarding response to, reporting and documentation of incidents. 
a) [bookmark: _Ref44076743]Identify relevant section of WHS legislation which imposes the obligation.
b) [bookmark: _Ref44076746]Explain what they are obliged to do under the legislation. 
c) [bookmark: _Ref44072896]Explain the method by which you, as a workgroup supervisor, would communicate the legislated requirements to the individuals and parties. 
d) [bookmark: _Ref44073306]Explain how you would assist with meeting the legislative requirements in your role as a workgroup supervisor.




	Name of Individual/Party 1

	SAFETY ADVISOR

	Relevant section of WHS legislation

	Under the Model WHS Act Part 3 incident notification PCBUs must notify the relevant state/territory WHS regulator when serious injuries, illnesses and dangerous incidents happen at work. These are referred to as ‘notifiable incidents.’ The PCBU must also ensure the incident site is preserved until an inspector arrives or directs otherwise.

	Obligations

	This person is responsible for overseeing the incident report process. They ensure that all incidents are documented properly, investigated thoroughly, and reported to the relevant authorities if necessary. They also monitor compliance with safety regulations and protocols

	Method for communicating requirements

	Prepare Clear, concise documents outlining legislative requirements relevant to work group
Provide team with a copy of the Document – accessible and easily understandable
Organise Workshops schedule regular training sessions to review legislative requirements
Hold Regular meeting to Discuss Legislative requirements 
Encourage Feedback
Communicate through Emails
Offer Guidance Regularly check in with team members to ensure they are adhering to legislative requirements 

	Your role in meeting requirements

	Ensure Compliance with Regulations – Familiarise yourself with relevant laws and regulations related to WHS
Provide Regular training for your team on compliance issues, safety, incident reporting. Ensure everyone is aware of their responsibilities
Monitor and Enforce Procedures to ensure adherence to legislative requirements
Documentation and Reporting – oversee the accurate and timely reporting of incidents ensuring all required information is captured
Implement and maintain safety measures to prevent incidents
Regularly review and update safety protocols and procedures based on feedback and legislative changes 




	Name of Individual/Party 2

	Project Manager

	Relevant section of WHS legislation

	Under the Model WHS Act Part 3 incident notification PCBUs must notify the relevant state/territory WHS regulator when serious injuries, illnesses and dangerous incidents happen at work. These are referred to as ‘notifiable incidents.’ The PCBU must also ensure the incident site is preserved until an inspector arrives or directs otherwise.

	Obligations

	Managers are Responsible for ensuring that their team members are aware of and follow the incident reporting procedures. They play a critical role in documenting the incident, taking immediate action to address any immediate concerns, and coordinating with the Incident reporting officer to resolve the issue and prevent future occurrences

	Method for communicating requirements

	Prepare Clear, concise documents outlining legislative requirements relevant to work group
Provide team with a copy of the Document – accessible and easily understandable
Organise Workshops schedule regular training sessions to review legislative requirements
Hold Regular meeting to Discuss Legislative requirements 
Encourage Feedback
Communicate through Emails
Offer Guidance Regularly check in with team members to ensure they are adhering to legislative requirements

	Your role in meeting requirements

	Ensure Compliance with Regulations – Familiarise yourself with relevant laws and regulations related to WHS
Provide Regular training for your team on compliance issues, safety, incident reporting. Ensure everyone is aware of their responsibilities
Monitor and Enforce Procedures to ensure adherence to legislative requirements
Documentation and Reporting – oversee the accurate and timely reporting of incidents ensuring all required information is captured
Implement and maintain safety measures to prevent incidents
Regularly review and update safety protocols and procedures based on feedback and legislative changes




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref44072646]

	Identify one (1) of each of the following within your chosen organisation which deals with notification, reporting and documentation of incidents:
· WHS policy
· WHS procedure
· WHS process
· WHS system

For each:
a) [bookmark: _Ref44076801]Summarise its requirements regarding notification, reporting and documentation of incidents
b) [bookmark: _Ref44072996]Explain how you assist with notifying, reporting and documenting incidents in line with these requirements




	Name of WHS policy

	Accident Reporting Policy

	Summary of requirements

	This policy is designed to limit the damages caused by or to KME, and its workers both physically and financially, during or after an incident. It includes provisions for reporting and investigating accidents, incidents and near misses with the purpose of mitigating injury and damage to persons plant and equipment in the aim that any damages may be swiftly recovered. The reporting of accidents also assists in identifying larger potential problems that may be prevented with pre-emptive measures and communicating these to our workforce as part of our commitment to the ongoing training and support of our workforce in hazard identification and control.


	Your role with notifying, reporting and documenting incidents

	· Prompt investigation and reporting of all incidents/accidents
· Consultation with those involved and prompt action to prevent recurrence
· Compilation and periodic review of accident statistics to determine accident trends and identify work areas of concern
· Provision of instruction and training for staff in accident/incident investigation.





	Name of WHS procedure

	INCIDENT/INJURY REPORTING

	Summary of requirements

	This procedure applies to all safety and environmental Incidents. The document sets out the procedures for the management of an incident requiring first aid or medical treatment for injuries which occur to workers, sub-contractors, and visitors or for incidents that have caused environmental damage. This includes activities which occur on or off worksites. 


	Your role with notifying, reporting and documenting incidents

	Supervisors are responsible for carrying out the following activities in a timely manner; 


· Ensuring that injured workers, sub-contractors or visitors receive, or is referred to, appropriate first aid &/or medical assessment for any reported injury/illness. 
· Immediate referral to management of any injured worker, sub-contractor or visitor who require medical assessment or treatment. 
· Hazards, incidents, injuries, dangerous occurrences and systems failures are appropriately reported for areas under their supervision. 
· Corrective and preventative actions are developed in consultation with workers and are implemented to eliminate the risk of injury, or where this is not possible, reduce the risk to an acceptable level. 
· Follow up on the effectiveness of implemented corrective and preventative actions in consultation with workers. 





	Name of WHS process

	Incident Reporting

	Summary of requirements

	Preventing Further Incident
Administer First Aid/or Seek Medical Treatment
Secure the Scene if medical treatment, property damage, electrical incident or any notifiable incident occurs
Notify Management
Incident Report – First issue of the report should be issued with in 2 hours of the incident
Management review
Investigation Report
Corrective Actions Implemented 
Close out



	Your role with notifying, reporting and documenting incidents

	· Prompt investigation and reporting of all incidents/accidents
· Consultation with those involved and prompt action to prevent recurrence
· Compilation and periodic review of accident statistics to determine accident trends and identify work areas of concern
· Provision of instruction and training for staff in accident/incident investigation.





	Name of WHS system

	Emergency management and Response Systems 

	Summary of requirements

	This System focuses specifically on preparing for, responding to, and recovering from workplace emergencies such as fires, chemical spills or natural disasters.
Upon recognition of a workplace emergency, notification is critical to immediate response. The first notification shall be given to the nearest supervisor and General Manager.  After initial response has begun, notification and reporting to required Authorities shall be completed by the General Manager or Health & Safety Officer.  The Agencies or departments to be notified may vary depending on the location of incident.  The following guidelines should be followed when responding to an emergency:
1. Never include information that has not been verified.
2. Never speculate as to the cause of the incident or make any acknowledgment of   liability.
3. Do not delay reporting because of incomplete information.
4. Notify persons/agencies and document notification and the content of the message



	Your role with notifying, reporting and documenting incidents

	· Prompt investigation and reporting of all incidents/accidents
· Preserve the Area where the incident has occurred
· Consultation with those involved and prompt action to prevent recurrence
· Compilation and periodic review of accident statistics to determine accident trends and identify work areas of concern
Provision of instruction and training for staff in accident/incident investigation




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref44073152]

	Identify one (1) of each of the following within your chosen organisation which deals with providing first aid:
· WHS policy
· WHS procedure

For each:
a) [bookmark: _Ref44074033]Summarise its requirements regarding providing first aid
b) [bookmark: _Ref44073156]Explain how you assist with meeting the requirements 




	Name of WHS policy

	Heat Stress

	Summary of requirements

	This Heat Stress Policy has been developed to provide workers with the training and equipment necessary to protect them from heat related exposures and illnesses

	Your role in meeting requirements

	· All supervisors will be provided a copy of this program and training documents prior to assignment of employees working in environments where heat exposures may occur. 
· Supervisors will be provided the procedures to follow to implement the applicable provisions of this program. 
· Supervisors will be provided the procedures to follow when an employee exhibits symptoms consistent with possible heat illness, including emergency response 
Supervisors are responsible for performing the following: 
· Give workers frequent breaks in a cool area away from heat. 
· Adjust work practices as necessary when workers complain of heat stress. 
· Oversee heat stress training and acclimatization for new workers and for workers who have been off the job for a period of time. 
· Monitor the workplace to determine when hot conditions arise. 
· Increase air movement by using fans where possible. 
· Provide potable water in required quantities. 
· Determine whether workers are drinking enough water. 
· Make allowances for workers who must wear personal protective clothing (welders, etc.) and equipment that retains heat and restricts the evaporation of sweat. 
· Schedule hot jobs for the cooler part of the day; schedule routine maintenance and repair work in hot areas for the cooler times of the day. 
· Make available to all workers, cooling devices (hard hat liners/bibs/neck bands) to help rid bodies of excessive heat. 
· Providing First Aid Treatment in Reponding to heat stress applying the Below Treatments 
· Call 000. 
· Help the victim to cool off by: 
· Resting in a cool place. 
· Drinking cool water. 
· Removing unnecessary clothing. 
· Loosening clothing. 
· Showering or sponging with cool water






	Name of WHS procedure

	CONFINED SPACE RESCUE

	Summary of requirements

	The purpose of this procedure is to provide guidelines and information to effectively control risks associated with confined space work.

	Your role in meeting requirements

	In Meeting the below requirements Supervisors are responsible for understanding and identifying confined spaces. You are responsible for conducting a risk assessment and hazard identification. Developing and Implementing Confined Space Entry Procedures and Ensuring all members of the work party entering a confined space has completed all relevant training and are competencies. 

Responsible for developing a detailed emergency response plan, monitoring the confined space operations, maintaining rescue equipment. Raising Entry Permits.
Reporting on incidents, near misses, first aid treatments.

When rescuing a worker from a confined space, the injured worker is to be placed in a safe area clear of the confined space opening.
The condition of the collapsed or injured worker is assessed and if necessary, resuscitation and or first aid is administered.
As soon as the severity of the problem has been assessed, if necessary, an ambulance should be summoned. 

If an Incident requiring First aid has occurred Supervisors have a responsibility in coordinating with Emergency Services to ensure they are familiar with the facilities confined space and rescue plans. Reporting to Emergency Services team on the Frist Treatment applied to the injured worker.  








	Satisfactory Outcome
	
	



	ACTIVITY 4 [bookmark: _Ref44073950]

	Identify two (2) types of information and data that would be collected regarding actions and events leading up to (or occurring during or after) an incident. 

For each:
a) [bookmark: _Ref44073952]Identify the person you would collect the information and data from.
b) [bookmark: _Ref44073954]Explain the data-collection technique you would use to collect the information and data. 
c) [bookmark: _Ref44073955]Explain why the collection of this information is necessary. 
d) [bookmark: _Ref44073992]Explain what type of additional information and data you may access to supplement it and where you would obtain it from.




	Name of information/data type 1

	Witness Statements and Testimonies

	Collected from

	People who witnessed the incident or were involved in it can provide valuable insights

	How it is collected

	Initial Contact:
· Identification: Identify potential witnesses who were present during the incident or have relevant information.
· Approach: Approach witnesses in a non-intrusive manner, explaining the purpose of collecting their statements and ensuring them that their input is valuable.
Interview Preparation
Prepare necessary tools for recording the statement, such as audio recorders, notepads, or digital devices, and ensure the witness is aware of how the information will be recorded.
Conduct the Interview
Record the Statement
Ensure that the statement is recorded accurately, whether by audio recording, written notes, or transcription. Confirm with the witness that the recorded information is correct and complete.
Follow Up and Ensure Documentation is stored correctly and available 


	Necessity of collection

	Witness statements provide detailed, firsthand accounts of what occurred before, during, and after the incident. They offer valuable context and specifics that help reconstruct the sequence of events.

	Additional information

	Physical Evidence - This includes any tangible items or objects related to the incident, such as damaged equipment, debris, or personal items.
Digital evidence - includes electronic records such as email communications, digital logs, video footage from surveillance cameras, or data from devices.




	Name of information/data type 2

	Employee and Training Records:

	Collected from

	PCBU, Subcontractors, Employers

	How it is collected

	Ensure you have the proper authorisation to access and review employee information, especially if it involves sensitive or personal data.
Retrieve records from relevant departments, such as HR, safety, or IT. Review the data for relevance to the investigation.
Handle all employee information with strict confidentiality to protect privacy and comply with legal requirements
Integrate employee information with other data sources to form a comprehensive understanding of the incident.


	Necessity of collection

	Helps clarify whether the employees were performing their designated duties correctly or if there were any role-related issues that contributed to the incident.

	Additional information

	Information on environmental conditions at the time of the incident, such as weather reports, lighting conditions, or other environmental factors
Records related to the maintenance and operation of equipment or facilities involved in the incident.
Accounts from individuals who witnessed the incident or were directly involved, providing context and additional perspectives.
Video recordings or surveillance footage from the area where the incident occurred.


[bookmark: _Hlk43983644]

	Satisfactory Outcome
	
	






	ACTIVITY 5 [bookmark: _Ref44074133]

	In your role as workgroup supervisor, explain your role in incident investigations:
a) [bookmark: _Ref44077154]Explain how you assist investigators and provide relevant information during investigations.
b) Identify and explain techniques that you would use in workplace investigations (e.g. interviews, simulations, timelines of actions/events). Justify why they are appropriate techniques.
c) [bookmark: _Ref44075442]Explain why you would review reports on incidents, injuries and illnesses.
d) [bookmark: _Ref44075444]Identify responsible persons and relevant authorities you may contact and why you would contact them. 
e) [bookmark: _Ref44074140]Identify appropriate communication mechanisms that could be used to notify stakeholders of an incident, and external authorities in the aftermath of an incident.



	
	Explanation

	a)
	Act as the primary liaison between investigators and the organization, facilitating communication and coordinating the investigation process.
Ensure that investigators have the necessary access to relevant areas, records, and personnel involved in the incident.

Gather and Organize Information
Provide Detailed Context
Facilitate Access to Records and Systems
Coordinate with Relevant Departments
Assist with Interviews and Statements
Document and Record Information
Support Analysis and Interpretation


	b)
	Interviews provide direct insights into the incident from those who experienced or witnessed it. They help understand the context, actions, and decisions of individuals involved, offering a narrative that may not be captured in written records

Simulations involve recreating the incident or specific aspects of it to observe how it might have occurred under controlled conditions. Simulations can demonstrate how procedures, equipment, or environmental factors contributed to the incident.

Creating a timeline involves documenting the sequence of events leading up to, during, and after the incident. A timeline helps to visualise the sequence of actions and events, making it easier to identify patterns, delays, or critical moments

Conduct a Root Cause Analysis RCA helps uncover not just the immediate causes but also the systemic issues that led to the incident.

	c)
	Reviewing reports on incidents, injuries, and illnesses is fundamental to understanding past safety issues, improving current practices, and preventing future occurrences. It provides valuable insights into the effectiveness of safety measures, helps ensure compliance, and supports continuous improvement in workplace safety. By systematically analysing these reports, organizations can make informed decisions that enhance overall safety and health management.

	d)
	HR - can provide detailed employee information and historical context related to the individuals involved in the incident. They are also responsible for maintaining records of any previous issues or incidents involving employees.

Safety Officer/Manager - Safety officers are responsible for implementing and overseeing safety procedures. They can provide insights into safety practices, incident history, and the effectiveness of safety measures.

Legal Department - The legal department ensures that the investigation complies with laws and regulations and provides guidance on legal implications and documentation requirements.

Industry Regulatory Bodies - Depending on the industry, specific regulatory bodies may oversee safety standards and practices. Contacting these bodies ensures that the investigation addresses all relevant regulatory requirements.

Insurance Providers - Insurance providers handle claims related to workplace incidents. They can provide information on coverage, support the claims process, and assist with financial aspects related to the incident.

Emergency services - Consultants can provide specialized expertise and advice on improving safety practices and addressing any deficiencies identified during the investigation.
 

	e)
	Email Notifications 
Send detailed notifications to relevant internal stakeholders, including employees, management, and departments.

Internal Messaging Systems
Use tools like Slack, Microsoft Teams, or other internal chat platforms for real-time updates and discussions

Submit reports to regulatory bodies (e.g. industry-specific regulators) as required by law.




[bookmark: _Hlk43983814]
	Satisfactory Outcome
	
	





	ACTIVITY 6 [bookmark: _Ref44072623]

	Identify two (2) hazards that may occur in your workplace. For each hazard:
a) [bookmark: _Ref44072628]Identify and justify possible recommended measures and actions that may arise from an investigation in order to resolve the hazard.
· Consider required changes to policies, procedures, processes and systems
· Identify regulations, codes of practice, standards and guidance material you used as the basis for the recommendation.
b) [bookmark: _Ref44075689]Explain how you, as a workgroup supervisor, would obtain approval according to policies and procedures.
c) [bookmark: _Ref44076012]List methods that you would use to assist with communicating and implementing the measures and actions.




	Name and describe Hazard 1

	Chemical hazard- Chemical hazards involve exposure to substances that can cause harm through inhalation, ingestion, or skin contact.

	Measures and actions to resolve hazard

	Revised Handling Procedures Update and standardize procedures for handling chemicals, including specific protocols for safe transfer, use, and disposal.

Enhanced Training Programs
Recommendation: Develop or revise training programs to include comprehensive education on chemical hazards, safe handling practices, emergency response, and the use of personal protective equipment (PPE).

Improved Storage Solutions
Recommendation: Upgrade storage facilities for chemicals by using proper containers, ensuring adequate ventilation, and implementing secondary containment measures.

Spill Prevention and Response Plan
Recommendation: Develop or update spill prevention and response plans, including training on spill containment, cleanup procedures, and emergency response protocols.

Implementation of Safety Data Sheets (SDS) Management
Recommendation: Ensure that Safety Data Sheets (SDS) are readily available and up-to-date for all chemicals used in the workplace.



	Obtaining approval

	As a workgroup supervisor, obtaining approval for chemical spill response measures involves understanding policies, developing a detailed response plan, consulting stakeholders, preparing a formal proposal, and following the approval process. By adhering to these steps, you ensure that the measures are well-supported, compliant with regulations, and effectively address the chemical spill, ultimately enhancing workplace safety and environmental protection..

	Assisting with implementation

	Send detailed emails or memos to all relevant stakeholders outlining the approved measures and actions, including implementation timelines and responsibilities.

Hold meetings with the affected workgroups to explain the measures, discuss implementation details, and answer questions

Organize training sessions for employees to educate them on new procedures, the proper use of any new equipment or PPE, and emergency response protocols.

Place posters and notices in relevant areas to remind employees of new procedures, safety measures, and contact information for reporting issues.




	Name and describe Hazard 2

	Excessive Noise – Where an employee is exposed to levels over a period of time that can have a serious health and safety implications to their hearing 

	Measures and actions to resolve hazard

	Implement physical barriers, enclosures, or partitions around noisy machinery or equipment.

Regularly maintain and repair equipment to ensure it operates quietly. Replace outdated or noisy machinery with quieter, modern alternatives.

Rotate employees’ tasks or shift schedules to limit their exposure to high-noise areas.

Supply appropriate hearing protection devices, such as earplugs or earmuffs, to employees exposed to high noise levels.

Provide training sessions on the risks of excessive noise, proper use of hearing protection, and safe work practices.

Develop and distribute procedures for managing noise hazards, including reporting excessive noise and using hearing protection.

Verify that all noise control measures comply with relevant occupational health and safety regulations, such as OSHA standards.

	Obtaining approval

	As a workgroup supervisor, obtaining approval for measures to address excessive noise involves understanding policies, preparing a detailed proposal, conducting assessments, consulting stakeholders, submitting the proposal, and following up as necessary. By adhering to these steps, you ensure that the proposed measures are well-supported, compliant with organizational policies, and effectively address the noise hazard.

	Assisting with implementation

	Send detailed emails or memos to all employees outlining the hearing protection measures, including the importance of using personal protective equipment (PPE), and how to use it correctly.

Prepare and distribute reports that include information on noise assessments, hearing protection measures, and any changes to procedures.

Hold meetings with teams or departments to explain the new hearing protection measures, answer questions, and discuss the implementation process.

Organize training sessions focused on the risks of noise, the correct use of hearing protection devices, and the procedures for maintaining hearing health.

Place posters and notices in relevant areas (e.g., near noisy equipment, break rooms) that remind employees about the importance of hearing protection and how to use it.

Distribute surveys or questionnaires to gather feedback on the effectiveness of the hearing protection measures and identify any areas for improvement.




	Satisfactory Outcome
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	QUIZ INSTRUCTIONS

· This quiz will occur under standard assessment conditions.
· An oral assessment may be allowed under certain circumstances, whereby the Participant’s answers will be documented by a party other than the Participant. This must be acknowledged in writing (e.g. FT001 and Assessor Comments)
· Participants must provide enough detail in their responses to demonstrate their knowledge and skills.
· Please fill in the details below, providing your name, signature and date of assessment.
· Your signature acknowledges that this is your own work.
· Assessors are to complete marking in pen of a different colour to the Participant.
· If a Participant initially answers a question incorrectly but modifies their response, they must follow the instructions below:
· If a Participant changes their response in writing, they must put their initials next to the written change.
· If a Participant changes their response verbally, this must be noted on the document by the assessor.




	Participant name
	Michael Franz

	
	

	Participant signature
	
	
	

	Date
	2/10/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.





	Number of questions
	Number of questions answered correctly
	Task outcome (Tick)

	6
	
	Satisfactory
	Not Yet Satisfactory

	
	
	
	


	[bookmark: _Ref37244576]ASSESSOR COMMENTS

	


True or False (Tick your response): Legislation requires that in some circumstances, it is mandatory to notify the regulator about an incident, as well as preserve the incident site.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref44315665]True or False (Tick your response): Workplace procedures should involve management at various stages of incident response – from immediate notification of incident occurrence, to approval of recommended changes as a result of incidents occurring.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref44316684]True or False (Tick your response): Records should only be kept for notifiable incidents.

	Answer
		True 
	
	

	
		False 
	
	




[bookmark: _Ref44316254]Which of the following may be considered as ‘initial assistance’? 
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Calling emergency services
	

	
		Evacuation
	

	
		Fire extinguishing
	

	
		Meeting with investigators
	

	
		Providing first aid
	





[bookmark: _Ref35417543]What might you consider when choosing between different risk controls? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Cost
	

	
		Fit for organisational culture
	

	
		Effect on workflow of organisation
	

	
		View of workers
	

	
		Guidance from Codes of Practice, Standards and WHS regulator
	




[bookmark: _Ref44317064]True or False (Tick your response): Implemented recommendations to workplace policies, procedures, processes, and systems should be reviewed for effectiveness after implementation.

	Answer
		True 
	
	

	
		False 
	
	




Quiz - BSBWHS416 Contribute to workplace incident response

	Quiz - BSBWHS416 Contribute to workplace incident response


BSBWHS416 
Contribute to workplace incident response


	PRACTICAL ASSESSMENT INSTRUCTIONS

· The following practical assessment will require the Participant to complete work related activities.
· The Assessor will conduct observations of the Participant’s work to determine whether they display sufficient practical skills and knowledge. 
· Please fill in the details below – providing your name, signature and date of assessment.
· The Participant’s signature acknowledges that the Assessor provided clear instructions and the Participant understood what was required to complete this assessment.
· The Assessor may substitute a Practical Task with an alternate task of equal value.
· Alternate tasks must be fully documented by the assessor in the Assessor Comments area.





	Participant name
	Michael franz

	
	

	Participant signature
	
	
	

	Date
	2/10/2024



	Assessor name
	

	
	

	Assessor signature
	
	
	

	Date
	Click here to enter a date.




	Task
	Task outcome (Tick)

	
	Satisfactory
	Not Yet Satisfactory

	Task 1 
	
	




	ASSESSOR COMMENTS

	


BSBWHS416
Contribute to workplace incident response

	Practical Task 1

	Description of task:
The participant is to develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, as arranged with your assessor) aimed at workers which outlines the legal and workplace requirements for incident response. As part of the presentation, the participant must reflect on two (2) incidents which they have responded to – including response, collecting incident information, assisting with investigations, then developing and implementing recommended measures. These incidents may be case studies (examples provided) or actual workplace events.

The participant is to submit the following evidence with this Practical Assessment sheet:
· Presentation materials including graphics (e.g. PowerPoint) 
· Internal report forms for each incident
· Regulator report forms for each incident
· Email communications with advisors during workplace investigations

The assessor is to provide detailed comments on the tasks completed by the participant. Detail should be recorded in the Assessor’s Comments (e.g. questions asked by assessor during presentation).

	Resources required: 
Case studies (if required), computer, workplace documentation (policies, procedures, processes), Organisation incident report form (HO1 x2), Regulator incident report form (HO2 x2), standard operating procedures. 

	Assessment of task

	Name of participant:
	Michael Franz 

	Name of assessor:
	

	Location:
	

	Date:
	

	When completing the task, did the participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Presentation for workers

	1.1A.  [bookmark: _Ref36106065][bookmark: _Ref44065554]Develop a presentation which illustrates to workers the requirements for incident response, reflecting on two (2) incidents.
	
	1.1B.  [bookmark: _Ref44065556]Deliver presentation (in person/via live stream video) and listen to worker(s), confirming understanding and responding appropriately to any questions.
	
	2 Preparation and initial response

	1.2A.  [bookmark: _Ref44065540]Identify duty holders and WHS legislative requirements for incident response.
	
	1.2B.  [bookmark: _Ref44065544]Identify workplace policies, procedures and processes for incident response planning and reporting.
	
	1.2C.  [bookmark: _Ref44065572]Identify communication mechanisms to notify manager of incidents. 
	
	1.2D.  [bookmark: _Ref44065600]Outline initial response provided to those involved in each incident, as per policies and procedures (e.g. reporting to emergency services).
	
	1.2E.  [bookmark: _Ref44065605]Document each incident according to legislative and workplace policies, procedures and processes – using internal and regulator incident report forms, explaining the reporting process. 
	
	3 Collecting WHS information and investigating incidents

	1.3A.  [bookmark: _Ref44065814]Obtain information and data from those involved about actions and events leading up to, during and after incidents, using appropriate data collection techniques.  
	
	1.3B.  [bookmark: _Ref44065820]Identify and explain additional information and data accessed in relation to incident (e.g. Standard Operating Procedures).
	
	1.3C.  [bookmark: _Ref44065937]Demonstrate analysis techniques to interpret causes of incidents, reviewing incident reports.
	
	1.3D.  [bookmark: _Ref44066018]Provide evidence of communication with advisors consulted during workplace investigations (e.g. emails). 
	
	4 Developing and implementing recommended measures

	1.4A.  [bookmark: _Ref44066057]Develop recommendations in response to incident investigation, considering time and resource constraints, and sought necessary approval.
	
	1.4B.  [bookmark: _Ref44066082]Outline how recommended measures and actions are to be implemented to policies, procedures, processes and systems in order to meet legislative requirements.  
	
	The Participant’s performance was:  Satisfactory     Not Satisfactory





OPTIONAL CASE STUDIES

CASE STUDY 1
Source: https://ehsdailyadvisor.blr.com/2011/11/case-studies-train-employees-to-look-for-accident-causes-and-prevention/ 

An employee was moving boxes onto a pallet. The boxes weighed 50kg each. The boxes were long and skinny: 150cm by 30cm by 30cm.

The employee, trained in proper lifting techniques, stood a box upright on its end in order to lift it. He then rotated the box on its bottom edges in order to move it closer to the pallet.

The box began to fall over as the employee moved it closer to the pallet. The employee attempted to restrain the box and prevent it from falling over. As a result of this move, he suffered a serious back injury. 


CASE STUDY 2
Source: http://elcosh.org/document/1637/d000545/fall-protection-case-studies.html

A 40-year-old laborer/helper died when he fell through an opening in a warehouse roof. He fell approximately 8m to the floor below.

The employer was demolishing the roof of the warehouse portion of a commercial building. Work was done at night because the coal tar on the roof would release hazardous gases if disturbed in the heat of the day. The site had adequate halogen lighting. None of the workers on the job were using fall protection.

After the roofing material was removed, 1.5m x 2.5m sheets of plywood were exposed. Any damaged sheets needed to be replaced. The helper’s job was to follow the workers who were replacing the plywood, and to pick up the damaged sheets of plywood they had removed. He disposed of them in a chute.

On this evening, one worker had removed a sheet of damaged plywood, but had run out of nails to attach the replacement plywood. He walked away to get more nails. The opening where the damaged plywood had been was left unguarded. The crew was not informed that it was temporarily unguarded. The opening was covered by silver-coloured insulation inside the roof.

The helper came along, picked up the sheet of damaged plywood, and headed for the chute. He stepped into the opening, ripped through the insulation, and fell. 
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