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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. 
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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
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	7/05/2023



	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
	Griffith Graphics Pty Ltd

	Workgroup
	Workshop




	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

	Employees

	Relevant section of WHS legislation

	Section 43 of the WHS Act outlines the duty of workers to report work health and safety incidents to their supervisor or employer as soon as practicable after becoming aware of the incident. This includes incidents that have resulted in, or could have resulted in, injury, illness, or a dangerous incident. The section also requires workers to cooperate with any investigations conducted by the regulator or employer in relation to the incident, and to not intentionally or recklessly interfere with or disrupt any incident site or equipment.
ISection 46 of the WHS Act requires workers to provide any assistance or information that is reasonably requested by their employer or a health and safety representative (HSR) to enable them to comply with their duties under the Act. This includes providing information about incidents, hazards, and risks in the workplace, and assisting with the implementation of any control measures to address these risks.


	Obligations

	Reporting incidents: Employees have a duty to report any work health and safety incidents that occur in the workplace to their employer or supervisor as soon as practicable after becoming aware of the incident. This includes incidents that have resulted in, or could have resulted in, injury, illness, or a dangerous incident.
Cooperating with investigations: Employees are required to cooperate with any investigations conducted by their employer or regulator in relation to the incident. This includes providing information about the incident and its causes, and assisting with the implementation of any control measures to address the risks identified.
Not interfering with incident sites or equipment: Employees are prohibited from intentionally or recklessly interfering with or disrupting any incident site or equipment. This is to ensure that the incident site remains preserved and that any investigations can be conducted safely and effectively.
Providing information to the employer or HSR: Employees are obligated to provide any information that is reasonably requested by their employer or a health and safety representative (HSR) to enable them to comply with their duties under the WHS legislation. This includes providing information about incidents, hazards, and risks in the workplace.
Participating in training and instruction: Employees are required to participate in any training or instruction provided by their employer relating to work health and safety, including incident reporting and documentation.
Bottom of Form


	Method for communicating requirements

	Written communication: The supervisor could prepare a written document that outlines the legislated requirements, including any relevant sections of the Work Health and Safety (WHS) legislation. This document could be distributed to all employees in the workgroup, either in hard copy or electronically, and could be used as a reference for employees when reporting and documenting incidents.
Verbal communication: The supervisor could hold a meeting or briefing with the workgroup to discuss the legislated requirements and answer any questions or concerns employees may have. This would provide an opportunity for the supervisor to clarify any ambiguities or misunderstandings that employees may have about the requirements.
Training and instruction: The supervisor could provide training and instruction to employees on the legislated requirements, including how to report and document incidents. This could include practical exercises, such as role-playing scenarios, to help employees understand the requirements in a real-world context.
Posters and notices: The supervisor could display posters or notices in the workplace that highlight the legislated requirements and encourage employees to report incidents promptly and accurately.
One-on-one discussions: The supervisor could have one-on-one discussions with individual employees to ensure that they understand the legislated requirements and their responsibilities in relation to incident reporting and documentation.


	Your role in meeting requirements

	Providing training and instruction: A supervisor should ensure that all employees are provided with adequate training and instruction on the legislated requirements for reporting and documenting incidents. This training should cover the importance of reporting incidents promptly and accurately, as well as the methods and procedures for doing so.
Establishing reporting procedures: A supervisor should establish clear reporting procedures for employees to follow in the event of an incident. This should include the method and timeframe for reporting, as well as the information that needs to be included in the report.
Investigating incidents: A supervisor should promptly investigate any incidents that occur in the workplace, with a view to identifying the root cause and implementing appropriate control measures to prevent recurrence. This should include gathering evidence, interviewing witnesses, and documenting the investigation process and outcomes.
Documenting incidents: A supervisor should ensure that all incidents are accurately documented, including details such as the date, time, location, and nature of the incident. This documentation should be stored in a secure location and made available to relevant parties as required.
Reviewing and improving procedures: A supervisor should regularly review the incident reporting and documentation procedures to ensure that they are effective and efficient. Any improvements or changes should be communicated to employees, and the procedures should be updated accordingly.





	Name of Individual/Party 2

	PCBU 

	Relevant section of WHS legislation

	Under Section 39, a PCBU must notify the regulator as soon as practicable after becoming aware of a work-related incident that results in:
· The death of a person
· A serious injury or illness of a person
· A dangerous incident
In addition to the obligation to notify the regulator, the PCBU has a duty to ensure that the incident is investigated and that measures are implemented to prevent a similar incident from occurring in the future. This includes ensuring that appropriate documentation is maintained and that all relevant parties are informed of the incident and any subsequent actions taken.
Section 39 is a critical part of the WHS legislation that places significant responsibility on management to ensure that incidents are reported and documented appropriately, and that effective measures are implemented to prevent recurrence. Failure to comply with these obligations can result in significant penalties and fines.


	Obligations

	Reporting incidents: A PCBU must ensure that all work-related incidents, including injuries, illnesses, and dangerous incidents, are reported as soon as practicable to the regulator. This includes notifying the regulator of any incidents that result in death, serious injury or illness, or a dangerous incident.
Investigating incidents: A PCBU must promptly investigate all work-related incidents to identify the cause and take appropriate action to prevent recurrence. This includes gathering evidence, interviewing witnesses, and documenting the investigation process and outcomes.
Documenting incidents: A PCBU must ensure that all incidents are accurately documented, including details such as the date, time, location, and nature of the incident. This documentation should be stored in a secure location and made available to relevant parties as required.
Reviewing and improving procedures: A PCBU must regularly review and improve incident reporting and documentation procedures to ensure that they are effective and efficient. Any improvements or changes should be communicated to employees, and the procedures should be updated accordingly.
Providing support and assistance: A PCBU must provide appropriate support and assistance to workers who have been involved in an incident, including access to medical treatment and counseling if necessary.


	Method for communicating requirements

	Training and instruction: A PCBU can provide training and instruction to all workers on the legislated requirements for response to, reporting, and documentation of incidents. This can be done through face-to-face training sessions, online training modules, or written materials such as manuals and guides.
Information sessions: A PCBU can hold information sessions for workers and other parties to provide an overview of the legislated requirements and how they apply to the workplace. These sessions can include presentations, question-and-answer sessions, and other interactive activities.
Notices and posters: A PCBU can display notices and posters in prominent locations around the workplace to remind workers of the legislated requirements. These notices and posters can include information on how to report incidents, who to report them to, and the importance of prompt reporting.
Policies and procedures: A PCBU can develop and implement policies and procedures that outline the legislated requirements for response to, reporting, and documentation of incidents. These policies and procedures should be made available to all workers and should be regularly reviewed and updated as required.
Communication channels: A PCBU can establish clear communication channels for workers to report incidents and raise any concerns or issues related to the legislated requirements. This can include email, phone, or other electronic communication methods, as well as designated reporting forms or hotlines.


	Your role in meeting requirements

	Reviewing and updating policies and procedures: A PCBUs can review and update their policies and procedures to ensure that they comply with the latest legislative requirements. This includes developing and implementing incident management policies, procedures, and protocols that outline the requirements for response to, reporting, and documentation of incidents.
Providing training and instruction: A PCBUs can provide training and instruction to workers on the requirements for response to, reporting, and documentation of incidents. This training should be tailored to the specific needs of the workplace and should be regularly updated as required.
Establishing communication channels: A PCBUs can establish clear communication channels for workers to report incidents and raise any concerns or issues related to the requirements. This can include email, phone, or other electronic communication methods, as well as designated reporting forms or hotlines.
Conducting incident investigations: A PCBUs can promptly investigate all work-related incidents to identify the cause and take appropriate action to prevent recurrence. This includes gathering evidence, interviewing witnesses, and documenting the investigation process and outcomes.
Documenting incidents: A PCBUs can ensure that all incidents are accurately documented, including details such as the date, time, location, and nature of the incident. This documentation should be stored in a secure location and made available to relevant parties as required.
Conducting regular reviews: A PCBUs should regularly review their policies, procedures, and protocols to ensure they are up to date and effective. This can include conducting audits, risk assessments, and gap analyses to identify areas for improvement.
By assisting with these requirements, a PCBUs can create a safe and healthy workplace for all workers and ensure that incidents are effectively managed to prevent recurrence.
Top of Form
Regenerate response
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	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

	Workplace Health and Safety Policy

	Summary of requirements

	Notification procedures 
Reporting requirements
Documentation procedures
Investigation requirements
Review and improvement procedures


	Your role with notifying, reporting and documenting incidents

	Supervisors play an important role in the notification, reporting, and documentation of incidents within the workplace. 





	Name of WHS procedure

	Workplace Health and Safety Procedures 

	Summary of requirements

	Notification procedures 
Reporting requirements
Documentation procedures
Investigation requirements
Review and improvement procedures


	Your role with notifying, reporting and documenting incidents

	Supervisors can help ensure that incidents are effectively managed within the workplace, that workers are kept safe and healthy, and that the organization meets its legal obligations under WHS legislation. Additionally, by being involved in the implementation of WHS policy and procedures, supervisors can help to create a culture of safety within the workplace, and promote a safe and healthy working environment for all workers.




	Name of WHS process

	Work Health and Safety Processes 

	Summary of requirements

	Notification of incidents
Reporting of incidents
Documentation of incidents
Investigation of incidents
Communication and consultation
Risk management
Training and education


	Your role with notifying, reporting and documenting incidents

	By fulfilling responsibilities, supervisors can help ensure that incidents are effectively managed within the workplace, that workers are kept safe and healthy, and that the organization meets its legal obligations under WHS legislation. Additionally, by being involved in the implementation of WHS policy processes, supervisors can help to create a culture of safety within the workplace and promote a safe and healthy working environment for all workers.




	Name of WHS system

	Workplace Health and Safety Management System

	Summary of requirements

	Policy and leadership commitment
Planning
Implementation and operation
Performance evaluation 
Continuous improvement


	Your role with notifying, reporting and documenting incidents

	By fulfilling responsibilities, supervisors can help ensure that incidents are effectively managed within the workplace, that workers are kept safe and healthy, and that the organization meets its legal obligations under WHS legislation. Additionally, by being involved in the implementation of WHS policy processes, supervisors can help to create a culture of safety within the workplace and promote a safe and healthy working environment for all workers.




	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

	Griffith Graphics Work Health and Safety Policy

	Summary of requirements

	The WHS policy outlines the company’s commitment to comply with first aid regulations and guidelines. Outlines the roles and responsibilities in providing first aid. The types of first aid equipment and facilities that will be provided, and how they will be maintained and inspected. The training and qualifications required for first aid providers, and how this training will be provided. The procedures for reporting and investigating incidents where first aid has been provided, and for reviewing and improving the company’s first aid processes.



	Your role in meeting requirements

	The supervisor’s role in the WHS Policy with providing first aid is to ensure that the policy is implemented effectively within their area of responsibility.




	Name of WHS procedure

	Griffith Graphics Work Health and Safety Procedures 

	Summary of requirements

	WHS procedures provide more detailed information about the specific steps that workers and firs aid providers should take in order to provide effective first aid in the event of an injury or illness. Outlines the types of injuries and illnesses that may require first aid, and how to recognise them. The specific steps that should be taken to provide first aid. The types of first aid equipment and facilities that are available, and how to use them effectively. The procedures for documenting incidents where first aid has been provided, including completing incident reports and notifying supervisors and other parties. Procedures for reviewing and improving processes.



	Your role in meeting requirements

	The supervisor’s role in the WHS procedures with providing first aid is to ensure that workers and first aid providers are familiar with the specific procedure for providing first aid. Providing support and guidance to first aid providers as needed. Ensuring any issues or deficiencies in the first aid procedures are identified and addressed promptly, by providing additional training or resources. Encouraging a culture of safety and wellbeing within the workplace.






	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


	Collected from

	Witnesses that saw the incident happen or the events leading up to it.

	How it is collected

	Written or recorded statements

	Necessity of collection

	Witness statements can provide valuable information about what happened and who was involved and can help build a detailed picture of the circumstances surrounding the incident.

	Additional information

	Any other relevant information – The witness may have information that is not directly related to the incident but may be relevant to the investigation. This could include information about the workplace environment, equipment or procedures that may have contributed to the incident.




	Name of information/data type 2

	Incident reports


	Collected from

	An incident report is reported from the employee etc.. who was involved and is then reported to management for the remaining form to be completed.

	How it is collected

	These are formal reports that document the details of the incident, including the date and time it occurred, the location, the nature of the incident, and any injuries or damage that resulted.

	Necessity of collection

	Incident reports are a key source of information for investigating the incident and identifying any underlying causes or contributing factors.

	Additional information

	By collecting detailed and accurate incident reports, organisations can use the information to identify trends or patterns in incidents, and take corrective action to prevent similar incidents from occurring in the future.


[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)
	By promptly reporting incidents to the authorities as this allows investigators to start work promptly and gather evidence while it is still fresh. Providing access to relevant documents and records related to the incident.

	b)
	Interviews – with individuals or witnesses allows to gather firsthand accounts.
Timelines / reconstructions – leading up to the incident can assist in visualising the sequence of actions and identifying critical moments.

	c)
	Reviewing reports on incidents, injuries and illnesses is essential for identifying trends, assessing risks, complying with regulations and promoting learning. It enables us to proactively address hazards and enhance workplace safety.

	d)
	Supervisor/Manager – should be notified asap about the incident so they can take action such as securing the area.
HSR – need to be informed about the incident as they represent the interests of workers and can provide guidance.
HR – should be informed especially if they involve injuries or illnesses as they may require further support.
WorkCover QLD – reporting to these authorities may be mandatory and help ensure that workers compensation claims are properly processed.

	e)
	Internal emails – sending an email to the relevant party information them about the incident, its nature and any immediate actions taken or required.
Internal memos – can be distributed through the company’s intranet, notice board to ensure employees are informed about the incident.
Meetings – with relevant stakeholders to provide an update on the incident,
External communications formal letters – addressed to the appropriate external authorities providing a detailed account of the incident.
Phone calls – making direct phone calls to designated contacts to report the incident promptly.


[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

	Slips, trips and falls – common workplace injury

	Measures and actions to resolve hazard

	Hazard Identification and Risk Assessment: Conduct a comprehensive hazard identification and risk assessment specifically targeting slips, trips, and falls hazards.
Enhance Housekeep – regular cleaning and ensure walkways are free of hazards.
Managing the risk of falls at workplaces Code of Practice
Slips and trips fact sheet – Safe Work Australia
Work Health and Safety Regulations 2011


	Obtaining approval

	Prepare documentation: Collect and compile all necessary documentation to support your request for approval. This may include incident reports, risk assessments, proposed actions or changes, supporting data or analysis, and any other relevant information required by the policies and procedures.

	Assisting with implementation

	Staff meetings or Toolbox Talks
Training and Workshops
Visual Aids and Signage




	Name and describe Hazard 2

	Ergonomic hazards are associated with the design, layout, and organization of workstations, tools, and equipment

	Measures and actions to resolve hazard

	Providing ergonomic training and awareness programs for employees.
Conducting ergonomic assessments of workstations 
Encouraging job rotation or breaks to reduce prolonged exposure to repetitive tasks.
Implementing engineering controls such as automation or mechanization to reduce manual handling or repetitive motions.
Ensuring adequate lighting conditions and reducing glare to minimize visual strain
Work Health and Safety Regulations 2011
Identifying Hazardous Manual Tasks Code of Practice
Setting up your Workstation Guidance Material WorkSafe QLD


	Obtaining approval

	Prepare documentation: Collect and compile all necessary documentation to support your request for approval. This may include incident reports, risk assessments, proposed actions or changes, supporting data or analysis, and any other relevant information required by the policies and procedures.

	Assisting with implementation

	Staff meetings or Toolbox Talks
Training and Workshops
Visual Aids and Signage




	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
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	7/05/2023



	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 
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	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
	Amanda Griffith

	
	

	Participant signature
	
	
	

	Date
	8/05/2023



	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:
	Amanda Griffith

	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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