Workbook - BSBWHS406 Assist with responding to incidents	

Workbook - BSBWHS406 Assist with responding to incidents
	
[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg]
BSBWHS406
Assist with responding to incidents


Workbook - BSBWHS406 Assist with responding to incidents	[image: CSTC_ Logo_No_Star.bmp]


 Copyright © 2020 CSTC Pty Ltd

All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 



CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 12
ASSESSMENT FOR BSBWHS406

	Student name
	Nick Duffy

	Date of assessment submission
	4/08/2020


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect. 
· 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. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Duty holders and duties
	· Workbook response (below)

	2. Policies, procedures and processes 
	· Workbook response (below)

	3. Providing first aid
	· Workbook response (below)

	4. Collecting information and data for investigations
	· Workbook response (below)

	5. Assist incident investigations
	· Workbook response (below)

	6. Implementing measures and actions
	· Workbook response (below)





ACTIVITIES

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
	Construction site

	Workgroup
	



	ACTIVITY 1 

	Identify two (2) parties (apart from yourself) who hold a duty within your workplace regarding notification, reporting and documentation of incidents. 
1. Identify relevant section of WHS legislation which imposes the obligation.
2. Explain what they are obliged to do under the legislation. 
3. Explain the method by which you, as a workgroup supervisor, would communicate the legislated requirements to the individuals and parties. 
· Explain how you have accommodated the audience’s range of abilities and backgrounds. 
4. Explain how you would assist with meeting the legislative requirements in your role as a workgroup supervisor.




	Name of Individual/Party 1

	PCBU

	Relevant section of WHS legislation

	The WHS ACT 2011 states that “Any person conducting a business or undertaking (PCBU) from which the ‘notifiable incident’ arises must ensure the regulator is notified immediately after becoming aware it has happened. Procedures should be put into place to ensure work health and safety incidents are promptly notified to the people responsible for responding to them, for example a manager and then notified to the regulator, if required.


	Obligations

	Under legislation the PCBU has a duty of care regarding notification, reporting and documentation of incidents. As the principal contractor you have a right to notify the health and safety regulator of any incident that is deemed notifiable. The PCBU also is required to under their role take part in researching, collecting, and reviewing information and data for incident investigations. The PCBU also has a duty of care to assure that all workers and site supervisors must preserve the place of injury whilst investigation is underway.


	Method for communicating requirements

	Incident notification, reporting and documenting can be communicated through workers and mangers in many ways on site. The most proactive and effective method I believe is through tool box talks where it is an open conversation and everyone can be involved. Another form of communication can be through formal meetings within the company with health and safety representatives and the PCBU discussing the incident investigation policy where everyone can discuss past incidents to identify any patterns in WHS issues.


	Your role in meeting requirements

	As a site supervisor your role is to work with you PCBU and consult with him about meeting requirements and assuring you are compliant with the current legislation. This can be done by reviewing current systems and practises and to see if they are compliant with current legislation. 




	Name of Individual/Party 2

	worker

	Relevant section of WHS legislation

	Under the WHS Act 2011 is states the duties of a worker regarding incident notification are , Notifying the regulator of ‘notifiable incidents’ can help identify causes of incidents and prevent similar incidents at your workplace and other workplaces. A ‘notifiable incident’ to be reported to the regulator immediately after becoming aware it has happened. If the regulator asks—written notification within 48 hours of the request, and the incident site to be preserved until an inspector arrives or directs otherwise (subject to some exceptions)” Although a worker is not fully involved in this process they still have a duty of care with assisting with the site forman to assuring an incident is fully resolved.


	Obligations

	Under legislation the worker has a duty of care to report of any incident, injury or near miss  to the site supervisor. A worker also has an obligation to assist his supervisor with incidents and investigation, this can be done by assisting with providing first aid or helping throughout the investigation by being involved in meetings and documenting what occurred in the incident. A worker also has a duty of care to assist with preserving the site if required for a workplace inspector.  

	Method for communicating requirements

	Incident notification, reporting and documenting can be communicated through workers and mangers in many ways on site. The most proactive and effective method I believe is through tool box talks where it is an open conversation and everyone can be involved. Another form of communication can be through formal meetings within the company with health and safety representatives and the PCBU discussing the incident investigation policy where everyone can discuss past incidents to identify any patterns in WHS issues.


	Your role in meeting requirements

	Your role as a workgroup supervisor you gain assistance from workers to help you out and assuring your are compliant with current legislation. You are to ensure they are properly reporting incidents so they are able to be properly handled and that they are cooperating with any risk controls that have been implemented by the supervisor and PCBU. 




	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

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

For each:
1. Summarise its requirements regarding notification, reporting and documentation of incidents
1. Explain how you assist with notifying, reporting and documenting incidents in line with these requirements




	Name of WHS policy

	WHS management plan

	Summary of requirements

	A companies WHS Management plan identifies the guidelines and requirements regarding incident notification. The WHS Management plan states that it is a requirement that all incidents and injuries are required to be reported to site management, the Site Manager shall investigate all accidents which result in lost time of more than one day. Depending on the severity on the incident the HSEQ Department shall determine who will lead the investigation. All reportable incidents and dangerous occurrences are required to be reported to Workplace Health and Safety Queensland, Environmental Protection agency and The Office of the Federal Safety Commission by the HSEQ Manager.

	Your role with notifying, reporting and documenting incidents

	As a workgroup supervisor it is your responsibility to implement these duties stated above regarding incident notification, reporting and documenting. It is the supervisors duty to report the the incident to the appropriate people depending on the severity.




	Name of WHS procedure

	Incident report

	Summary of requirements

	A incident report is a company specific WHS procedure which captures all the relevant information that is required by legislation. The requirements for this document to be compliant with legislation it must contain the following information; what time the incident occurred and the place it happened, a detailed description of what occurred, information regarding witness’s and witness statements and photographic evidence of the incident location.


	Your role with notifying, reporting and documenting incidents

	Your role as a work group supervisor is to fill out the incident report, it is you responsibility to interview witnesses and record results and also to analyse the site of the incident. You have a duty of care to ensure all incidents are handled properly as per legislation.  




	Name of WHS process

	Incident register

	Summary of requirements

	An incident register is a WHS process that is a requirement and should be readily available in each site office. It is a recording process which logs all incidents that have occurred on site as it helps to identify any potential pattern. 

	Your role with notifying, reporting and documenting incidents

	The supervisors role is to fill out the incident register, this is done so by filling out the log every time an injury has occurred, once done he then must include these in the monthly health and safety audits,




	Name of WHS system

	Safe work method statement (SWMS)

	Summary of requirements

	A safe work method statement is a WHS system which has an involvement with the notification reporting and documenting off all workplace incident. Throughout a task specific SWMS it identifies the potential hazards involved in the works being undertaken. It also elaborates on about how all injuries are to be appropriately handled by a trained first aid officer. It also states that all injuries need to be reported and recorded in an appropriate manner.

	Your role with notifying, reporting and documenting incidents

	Your role as a work group supervisor is to fill out the incident report as per the SWMS, it is you responsibility to interview witnesses and record results and also to analyse the site of the incident. You have a duty of care to ensure all incidents are handled properly as per legislation.  




	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

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

For each:
1. Summarise its requirements regarding providing first aid
1. Explain how you assist with meeting the requirements 




	Name of WHS procedure

	WHS Management Plan

	Summary of requirements

	All accidents and injuries are to be reported to the site supervisor.  All accidents including cuts, abrasions, MUST be recorded on the Incident Recording Form. The work group is initially required to provide first Aid to any person requiring treatment on site. All other injuries will then be treated by the local medical centre or emergency services as per the site emergency plan. The workgroup is required to have first Aid and contact numbers for emergency services and the local Medical Centre readily available on site. All subcontractors are also required carry first aid kits adequate to treat any injury they may sustain. The details of any incident that requires first aid treatment must be recorded and provided so they can be appropriately logged and reviewed.


	Your role in meeting requirements

	As a workgroup supervisor you have a duty of care to ensure all the requirements are fulfilled. Your role is to provide first aid to all injured workers and implement all site emergency plans. 




	Name of WHS process

	Company specific first aid guide

	Summary of requirements

	A minimum of one Qualified First Aid Certificate Holder is to be available at all times on site or at a workplace. The first aid requirements for each site must be assessed by the HSEQ Manager or HSEQ Coordinator in accordance with the First Aid Code of Practice, legislation and Australian Standards. A first aid kit is to be maintained on every project and office and be able to be transported throughout the workplace in an emergency. The workgroup is to ensure that first aid kits on-site are check/maintained monthly by on-site representative (First Aid Officer/Site Safety Officer).

	Your role in meeting requirements

	As a supervisor you have a duty of care to ensure the safety of all workers on site, part of your role is performing first aid, another requirement is ensuring all first aid equipment is stocked up.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	1. 

	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:
1. Identify the person you would collect the information and data from.
1. Explain the data-collection technique you would use to collect the information and data. 
1. Explain why the collection of this information is necessary. 
1. 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

	Incident report

	Collected from

	You can collect the details from an incident report which is logged in the site office and can be collected from the Site Forman, Site safety officer or the safety regulator.

	How it is collected

	The data for an incident report can be collected in many different ways. Firstly after an incident, information can be gathered from witness’s who were present around the time of the investigation asking questions about the incident and what exactly occurred. Another way to collect data for an incident report is by conducting inspections around the scene to identify potential hazards and to make out as to how the incident had originally occurred.

	Necessity of collection

	It is important to record the details of incident reports for many reasons, these are things such as legal reasons. This is in the case that lawyers get involved regarding workplace incidents or if work cover claims need to be made. It is also important to collect details from incidents because it allows you to review them and update HSEQ policies and procedures if deemed required.

	Additional information

	Additional information may need to be accessed when conducting an incident report to help gain information linked to the incident. This can be done by reviewing SWMS and identify if there are any missing information. Other forms of data could be reviewing past incidents to identify if there are any patterns linked to the incident. Statistics about particular types of incidents can be used to help resolve the issue.





	Name of information/data type 2

	Hazard log

	Collected from

	The hazard log is readily available and located in the site office. It is a log system that identifies all the potential hazards that have been identified and when they were closed out and resolved. 

	How it is collected

	The data is collected from daily site audits and inspection by the site forman and site safety officer, these audits potential hazards on site and by doing so reduces the potential risk of incidents occurring on site. The data can also be collected from workers and subcontractors identifying something onsite that they think could have a potential risk.

	Necessity of collection

	It is important to collect this information because hazard logs are designed to make the job site a safer and risk free working environment and if there are hazards that are being identified and rectified then it reduces the chances of incidents on site. It is also important to collect this date as it helps identify any patterns or reoccurring hazards on site that may need to be brought up at toolbox talks or meetings etc.


	Additional information

	Additional information may need to be accessed when conducting a hazard log to help gain information linked to the incident. This can be done by reviewing SWMS and identify if there are any missing information. Other forms of data could be reviewing past incidents to identify if there are any patterns linked to the incident. Statistics about particular types of incidents can be used to help resolve the issue.





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	1. 

	In your role as workgroup supervisor, explain your role in incident investigations:
1. Explain how you assist investigators and provide relevant information during investigations.
1. 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.
1. Explain why you would review reports on incidents, injuries and illnesses.
1. Identify responsible persons and relevant authorities you may contact and why you would contact them. 



	
	Explanation

	a)
	As a workplace supervisor you are required to assist in incident investigations, this can be done by assisting with providing investigators with relevant information regarding the incident. Another way to assist an investigation is by reviewing the reports to look for any patterns regarding the incident. It can help to identify hazards on site and find potential risks and hazards on site.

	b)
	It is important during a workplace incident investigation to properly conduct an investigation to assure the best outcome is being made. As a workgroup supervisor you have a duty of care to conduct meetings and interviews with witness’s and record all data and information given to be analysed. Another tool to use is  to make a timeline of actions/events and documenting what happened and the time it occurred and who was present during the incident as this helps to gain a greater understanding of what happened.  

	c)
	It is important to review incident reports on site as it helps to identify potential hazards on site and to review past incidents to see if they were handled correctly. This is important to review because you may pick up things you might have missed and need to readdress. 

	d)
	Throughout a incident investigation it may become apparent that higher authorities need to be contacted for a variety of reasons. This may include PCBUs, legal advisors, police, medical practitioners, building or traffic inspectors. In the role of a workplace supervisor when conducting an incident investigation it is important to notify your WHS regulator so they are aware of the incident and then they can advise and contact more people if required such as workplace health and safety or legal advisors regarding the incident. 





	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	1. 

	Identify two (2) hazards that may occur in your workplace. For each hazard:
1. Identify and justify possible recommended measures and actions that may arise from an investigation in order to resolve the hazard.
1. Identify regulations, codes of practice, standards and guidance material you used as the basis for the recommendation.
1. Explain where these controls sit within the hierarchy of control. 
1. Explain how these controls affect workplace processes (work flow and planning).
1. Explain how you, as a workgroup supervisor, would communicate recommendations arising from investigations to relevant others.
1. Explain how you have accommodated the audience’s range of abilities and backgrounds.
1. Identify possible inadequacies of the risk controls identified.
1. Explain how organisational culture may inhibit the implementation of the recommended measures and actions.
1. List methods that you would use to assist with implementing the measures and actions.




	Name and describe Hazard 1

	Protruding Starter bar

	Measures and actions to resolve hazard

	Following an investigation report it may become apparent that actions need to be taken on site to reduce the risk of the hazard on site or best solution to fully eliminate it. As stated by safe work Qld which is based of current regulations and codes of practise, possible control measures to resolve this hazard include using guardrails, screens or other means to separate workers from the exposed reinforcement bars, using edge protection on scaffolds adjacent to exposed reinforcement bars regardless of height, bending reinforcement bars from the top to prevent impalement, covering exposed ends with boards or similar devices and using rebar-caps. During the stage of a build between tying steel starter bars in a slab to the point of laying blocks can take a few days, the only way to eliminate the hazard as it is the most effective control is to eliminate the area from all workers which is not ideal because in most cases its part of the working area. All the other controls identified are a way of substituting the hazard and making it a less of a risk.


	Communication of recommendations

	Incident investigation and evaluation can be communicated through workers in many ways on site. The most proactive and effective method I believe is through tool box talks where it is an open conversation and everyone can be involved. Another form of communication can be through formal meetings within the company with health and safety representatives discussing the incident investigation policy where everyone can discuss past incidents to identify any patterns in WHS issues

	Possible inadequacies of risk controls

	The possible inadequacies with the risk controls identified are that by isolating workers from the hazard of a protruding starter bar cap and by setting up an exclusion zone can limit the size of the work area and where people need to work. More inadequacies from the other risk controls identified are when using starter bar caps and bending over cranks onto starter bars there is still a chance of a hazard being involved and potential cause of injury. 

	Effect of culture on implementing measures and actions

	Depending on the outcome of the investigation and which risk control you decide on doing to resolve the hazard not all workers and subcontractors may be happy with the outcome. For example if the hazard can not fully be eliminated at the time and only be isolated some workers may not be happy as it is removing a work area from site which may be needed..

	Assisting with implementation

	As a work group supervisor you have a duty of care to ensure your job site is safe and hazard free, It is your responsibility to implement the control measures and ensure everyone on sight is following the new rules that have been in place as you are the principal contractor.




	Name and describe Hazard 2

	Poor House keeping

	Measures and actions to resolve hazard

	Control measures that can be put in place to address workplace house keeping can be by either delegating the works to trades to clean up there mess( all contracts should be inclusive of trades cleaning up after themselves). Or by taking the matters into your own hands and rectify the issue by cleaning up the access ways or getting a labourer to complete the task. This should be done as soon as possible as walkways are apart of you emergency evacuation plan. Once the hazard has been identified it is important to resolve the issue as promptly as possible. House keeping is an easy hazard to eliminate straight away and remove the risk of causing an injury. If there is no way to eliminate the hazard right away next control is to isolate it from everyone by excluding the area from everyone.


	Communication of recommendations

	Hazards can be communicated through to workers through team meetings, toolbox talks, signage on site and verbal communication. Another way is to document all hazards into the hazard log and state when they have been rectified. A hazard log is good because it is documentation and proof that hazards are being identified on site and that they are being rectified.

	Possible inadequacies of risk controls

	The only inadequacy I can identify is if there is a hazard in the way of a common walkway that cannot be eliminated straight away, and the next best control is to isolate the hazard by creating an exclusion but this still means that there could be an obstruction in the way.

	Effect of culture on implementing measures and actions

	Depending on the outcome of the investigation and which risk control you decide on doing to resolve the hazard not all workers and subcontractors may be happy with the outcome. For example if the hazard can not fully be eliminated at the time and only be isolated some workers may not be happy as it is removing a work area from site which may be needed. 

	Assisting with implementation

	As a work group supervisor you have a duty of care to ensure your job site is safe and hazard free, It is your responsibility to implement the control measures and ensure everyone on sight is following the new rules that have been in place as you are the principal contractor.




	Outcome for Activity 6
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	1. Legislation requires that in some circumstances, it is mandatory to notify the regulator about an incident, as well as preserve the incident site. 
☒ 	True
☐ 	False

	☐

	2. Identify the elements of the hierarchy of control, using the labels 1 – 6 below.



	Label (1 – 6)
	Element

	3
	Isolate the hazard

	6
	Provide and use Personal Protective Equipment (PPE)

	1
	Eliminate the hazard

	5
	Control the hazard by engineering means

	4
	Control the hazard by administrative means

	2
	Substitute the hazard



	☐

	3. What might you consider when choosing between different risk controls? 
Select all that apply.
☒ 	Cost
☒ 	Fit for organisational culture
☒ 	Effect on work flow of organisation
☒ 	View of workers
☒ 	Guidance from codes of practice, standards and WHS regulator

	☐



	Outcome for Quiz
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	





PRACTICAL TASK

You are required to have a suitable observer verify your ability to complete the following tasks. These tasks may be simulated (using the handout provided) or real.

	TASKS
	VERIFIED

	1. Respond to a workplace incident by providing first aid. 
	☒

	1. Complete WHS regulator’s incident notification form, outlining incident details, treatment details and business details.
	☒

	1. Explain events to an investigator, review incident notification form and seek additional information to assist (via inspections, interviews, simulations and/or timelines).
	☒

	1. Determine recommendations and implementation requirements according to hierarchy of control, communicating these with others in the workplace (e.g. PCBU, workers).
	☒

	Name of observer
	Ricky Bull

	Role of observer 
(Confirm their suitability to sign)
	☒ Trainer/Assessor	
☐ Other (specify): 

	Phone number of observer
	0439900177

	Email address of observer
	Ricky.Bull@paynters.com.au

	Signature of observer
	
	Date
	4/08/2020
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3
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