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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
	Matthew minehan




	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




	Assessor Name
	

	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
	Matthew minehan

	
	

	Participant signature
	
	
	

	Date
	14/03/2023



	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
	Taringa steel

	Workgroup
	boilermakers




	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

	pcbu 

	Relevant section of WHS legislation

	35-37 • Identifies and explains incidents that require notification: 
• Death of a person 
• Serious injury or illness of a person 
• Dangerous incident 36 
• Duty on PCBU to notify regulator of notifiable incidents 39 
• Duty on those who manage or control a workplace to preserve sites where incidents occur



	Obligations

	• Section 19 of the Work Health and Safety Act 2011 (Qld) provides that in holding the primary duty of care the PCBU should ensure, so far as is reasonably practicable, the health and safety of workers affected by the business or undertaking. 
• This would extend to responding to incidents (e.g. providing first aid and responding to emergencies), investigations and implementation of risk control measures.

	Method for communicating requirements

	Safe work method statements 
Pre starts

	Your role in meeting requirements

	As a supervisor I act as the middle man reporting incidents from the workers to management. 




	Name of Individual/Party 2

	workers

	Relevant section of WHS legislation

	35-37 • Identifies and explains incidents that require notification: 
• Death of a person 
• Serious injury or illness of a person 
• Dangerous incident

	Obligations

	• Section 28 of the Work Health and Safety Act 2011 (Qld) provides that workers: 
• Comply, so far as they are reasonably able, with any reasonable instruction given by the PCBU to allow the PCBU to comply with WHS laws, and 
• Cooperate with any reasonable policy or procedure of the PCBU relating to health or safety at the workplace that has been notified to workers (e.g. implement risk controls as specified by the PCBU). • This would extend to responding to incidents (e.g. providing first aid and responding to emergencies), investigations and implementation of risk control measures.

	Method for communicating requirements

	Safe work method statements
Pre starts
Toolbox talks
Safety meetings

	Your role in meeting requirements

	My job as the supervisor is to help the worker reporting incidents to management, I would be in charge of driving the worker to the doctor if needed and informing the family of the worker if need be.




	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

	OHSE 003- OCCUPATIONAL HEALTH AND SAFETY AND ENVIRONMENT POLICY

	Summary of requirements

	-Ensuring incidents are reported, investigated and lessons learnt within the organisation.

	Your role with notifying, reporting and documenting incidents

	My role as a worker for taringa steel is to notify management of ALL incidents.




	Name of WHS procedure

	OHSE 027 – Incident investigation report 

	Summary of requirements

	Taringa steel pty ltd completes an incident investigation report in the event of any inhury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment. 

	Your role with notifying, reporting and documenting incidents

	As a worker its my duty to report an incident to management immediately. 




	Name of WHS process

	OHSE 025-Inury and incident investigation 

	Summary of requirements

	All injuries are reported to the designated first aid officer in the workplace.
Taringa steel records all injuries on the register of injuries
Where the injury requires medical attention or off site treatment, taringa steel completes an incident investigation report.

	Your role with notifying, reporting and documenting incidents

	My role as a worker is to notify the first aider of an incident immediately 




	Name of WHS system

	OHSE 024-Hazard report

	Summary of requirements

	Where a hazard cannot be immediately corrected, taringa steel records the hazard in the hazard report

	Your role with notifying, reporting and documenting incidents

	My role as a worker is to notify management of any hazards immediately 




	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

	Ohse 026 – Register of injuries

	Summary of requirements

	Taringa steel records all injuries in the following register

	Your role in meeting requirements

	Notifying management and the pcbu of a medical injury immediately 




	Name of WHS procedure

	OHSE 025-Injury and incident investigation 

	Summary of requirements

	All injuries are reported to the designated first aid officer in the workplace
Taringa steel records all injuries on the register of injuries
Where the injury requires medical attention or off  site treatment, taringa steel completes an incident investigation report.

	Your role in meeting requirements

	My role as a worker is to notify management of injuries immediately 




	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

	Injury report

	Collected from

	Information would be gathered from those involved and all that witnessed the injury, information would then be put onto an injury report form and filed with management.

	How it is collected

	Information is gathered verbally from the workers then stored on file.

	Necessity of collection

	It is necessary to document injury reports to update safety policies to avoid further injury in future 

	Additional information

	Additional information can be gathered from medical institutions in the event of an injury, or from witnesses from other trades.




	Name of information/data type 2

	Incident investigation

	Collected from

	Collected from workers involved in the incident and eye witnesses 

	How it is collected

	Information is collected through communication with involved workers, witnesses and PCBU’s then written up on an incident investigation report form and filed with management.

	Necessity of collection

	it is necessary to collect information on incidents to stop them from happening again, learning from mistakes and updating company policies and safety systems to avoid future injury.

	Additional information

	Additional information can be obtained from witnesses and pcbu whso’s


[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)
	As a supervisor my role would be to assist an investigator with information on the incident, workers may lie to avoid punishment from breaking procedures so its important to represent both the company and the worker to an auditer.

	b)
	The best technique I would use to an external investigator is take them to the scene of the accident and relay a play by play event of what happened, whilst they can visually see for themselves the outcome.

	c)
	It is important to report injuries and incidents to avoid them happening in the future. Safety systems and procedures need to be updated to stop it happening again.

	d)
	Relevant people I would contact as a supervisor would be 
workers involved – for the story on what happened
workers that witnessed – in case anyone is lying 
pcbu – to relay information with their own safety whso and safety reports
workplace health and safety – if it is a reportable incident 

	e)
	The best way to notify stakeholders and auditors would be an email with a full incident report and presentation if necessary 


[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

	Welding flash from looking at welding arc

	Measures and actions to resolve hazard

	Welding screens
Dedicated welding bays 

	Obtaining approval

	Approval would be approved by management and the workshop foreman, as the hsr I would take management, the workers and the workshop foreman on a safety walk to communicate changes.

	Assisting with implementation

	As a hsr I could assist with implementation by performing an audit of the work zone and communicating with workers. 




	Name and describe Hazard 2

	Burn from leaning on steel that’s just been welded

	Measures and actions to resolve hazard

	Exclusion zones around welding bays
Dedicated welding bays 
Procedure to not leave extremely hot steel unguarded

	Obtaining approval

	Approval would be needed from management and the workshop foreman, and a policy would need to be made up and signed onto by all relevant workers.

	Assisting with implementation

	As a hsr I can assist by assisting management with making the procedures, consulting with workers and performing worksite audits.




	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
	Matthew minehan

	
	

	Participant signature
	
	
	

	Date
	14/03/2023



	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
	þ	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
	þ	True 
	
	

	
		False 
	
	




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

	Answer
		True 
	
	

	
	þ	False 
	
	




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

	Answer
	Choice
	Possible Answers
	

	
	þ	Calling emergency services
	

	
	þ	Evacuation
	

	
	þ	Fire extinguishing
	

	
		Meeting with investigators
	

	
	þ	Providing first aid
	





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

	Answer
	Choice
	Possible Answers
	

	
	þ	Cost
	

	
	þ	Fit for organisational culture
	

	
	þ	Effect on workflow of organisation
	

	
	þ	View of workers
	

	
	þ	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
	þ	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
	Matthew minehan 

	
	

	Participant signature
	
	
	

	Date
	Click here to enter a date.



	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:
	

	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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