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ASSESSMENT FOR BSBWHS406

	Student name
	Richard Yang

	Date of assessment submission
	5/12/2018


	Trainer/Assessor’s name
	Brett Stoward

	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
	Probuild

	Workgroup
	Project Team



	ACTIVITY 1 

	Identify two (2) parties (apart from yourself) who hold a duty within your workplace regarding notification, reporting and documentation of incidents. 
a) Identify relevant section of WHS legislation which imposes the obligation.
b) Explain what they are obliged to do under the legislation. 
c) 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. 
d) Explain how you would assist with meeting the legislative requirements in your role as a workgroup supervisor.




	Name of Individual/Party 1

	Amy

	Relevant section of WHS legislation

	Division 4, Section 27 – Duty of Officers

	Obligations

	If a PCBU has a duty or obligation under legislation, their officer must exercise due diligence to ensure PCBU is complying with these duties and obligations. Generally, due diligence is clarified as an effort to ensure the general health and safety of everybody, and to minimse exposure to risks and hazards as reasonably practicable.

	Method for communicating requirements

	As the supervisor, I would speak to them about their roles and responsibilities when they first join the project (this should be made clear upon employees joining the company). If they require clarification, I would send them resources on where these legislative requirements are outlined (i.e. the WHS Act 2011) and also showcase the range of internal documents employees (officers) must use to fulfil their duties and responsibilities under “due diligence”.

	Your role in meeting requirements

	As an officer of the PCBU myself, I have the same duties and obligations as Amy and must exercise due diligence to ensure that not only myself but everyone I work with are complying with and ensuring the PCBU is complying with legislative requirements. As such, it may be beneficial to have team meetings periodically to review roles and responsibilities, internal systems/processes aiding in achieving compliance, and new amendments to legislation (as they come out).




	Name of Individual/Party 2

	Chris

	Relevant section of WHS legislation

	Division 4, Section 28 – Duties of Workers

	Obligations

	Workers must take reasonable care for their own health and safety, ensure that their actions/omissions do not affect the health and safety of others, and to comply with PCBU HSE requirements so far as reasonably practicable (including instructions)

	Method for communicating requirements

	The worker’s obligations are generally vetted through our own internal policies, systems and processes to ensure compliance before they are even allowed on site. A fundamental example is the induction

	Your role in meeting requirements

	As a supervisor, I can ensure that workers are complying with their (and thus the PCBU’s) requirements by completing simple tasks such as site walks and task observations. This is a quick check that workers are working within HSE requirements and are working safely. If required, I can remind workers of what their obligations are and what they need to do to comply (usually scoped up in their subcontract).




	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:
· WHS policy
· WHS procedure
· WHS process
· WHS system

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




	Name of WHS policy

	Occupational Health and Safety

	Summary of requirements

	- Meet or exceed relevant legislative requirements
- Employees and subcontractors must immediately and decisively target unsafe work practices

	Your role with notifying, reporting and documenting incidents

	- As outlined in the summary of requirements, I am expected to target unsafe work practices both by other officers, employees and workers. An example of a formal system for this is the Task Observation, which can pick up something as basic as a lack of PPE.




	Name of WHS procedure

	Incident & Injury Investigation & Reporting

	Summary of requirements

	- Senior Mnaagement are to stop work upon becoming aware of incident and preserve scene and make the area safe
- Notifiable incident reporting dependent on the reporting matrix (adjusted to suit jurisdictional requirements)
- Each incident/injury must be assigned an actual severity level and a potential consequence classification, using a matrix.

	Your role with notifying, reporting and documenting incidents

	In my role, I am expected to notify incidents in line with the reporting matrix (Site Manager at a minimum). However, depending on the severity and nature of the incident, I may be required to prevent people from moving to the incident scene (if safe to do so) to preserve it, and take photos etc. for records.




	Name of WHS process

	Incident and Emergency Management

	Summary of requirements

	The following documents must be completed:
- Workplace Risk Assessment completed
- Workplace First Aid Risk Assessment completed
- Workplace Emergency Management Plan completed
- Procurement and Placement of Emergency Equipment completed
- Workplace Emergency Evacuation Training completed

Emergency exercise training must also be completed by certain staff in certain roles, as per the matrix.

	Your role with notifying, reporting and documenting incidents

	As with the WHS Procedure, in my role I would notify incidents in line with the reporting matrix (Site Manager at a minimum).




	Name of WHS system

	Health, Safety and Environmental Management Plan

	Summary of requirements

	- Workplace (project) management team complies with internal Safety Environmental and Quality Management Systems, legislative requirements and requirements of interested parties
- 100% completion and close-out of all scheduled HSE observations
- 100% completion and close-out of all schedule HSE meter score per month
- 100% completion and close out of all scheduled HSE subcontractor audits
- 100% completion and close-out of all HSE management systems audits

	Your role with notifying, reporting and documenting incidents

	As outlined in the HSE Plan:
- Understand HSE legislation associated with the workplace scope of works
- Assist with implementation of HSEMS
- Stop and rectify any unsafe practices immediately




	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:
· WHS procedure
· WHS process

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




	Name of WHS procedure

	Incident & Injury Investigation & Reporting

	Summary of requirements

	- Log injury details into Register of Injuries within 24hrs. Actual Severity A5 Only (least severe)

	Your role in meeting requirements

	I would seek first aid help from a first aider (trained and competent to accredited training course) so that they can provide first aid treatment. 




	Name of WHS process

	Incident and Emergency Management

	Summary of requirements

	- A Workplace First Aid Risk Assessment must be completed and complied with in accordance with the Risk Management Procedure
- First aid treatment to be provided to a person suffering from an injury or illness until more advanced care is provided or the person recovers

	Your role in meeting requirements

	As above, I would seek help from a first aider for treatment. If I were competent and trained in first aid I would be qualified to provide treatment myself.




	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	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) Identify the person you would collect the information and data from.
b) Explain the data-collection technique you would use to collect the information and data. 
c) Explain why the collection of this information is necessary. 
d) 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

	Photographic evidence

	Collected from

	If leading up to and during the incident: surveillance cameras and the security team
Post-incident: surveillance cameras and the security team for overall frames; detail shots to be provided by anybody who has taken photos/videos/other media of the incident scene


	How it is collected

	Speak with the team with surveillance/security – this may be an internal team or engaged external contractor. Transfer via email or USB (with logged transmittal records)
Speak with the person/s who collected photos of the scene, and have the photos uploaded to the internal network under the relevant HSE incidents folder

	Necessity of collection

	It is necessary to collect this evidence as reviewing it is a key aspect of the incident investigation process.

	Additional information

	Additional information required would be to speak to the individuals who collected the photos, and ask them if the scene was altered to their knowledge between the incident and when they took the photos. Ensure this is recorded as a voice recording so there is no ambiguity when reviewing at a later date.




	Name of information/data type 2

	Witness statements

	Collected from

	Individuals at or near the incident scene.

	How it is collected

	Collected via interviews – best is to take voice/video recordings, as this leaves no ambiguity/interpretation when reviewing the information at a later date. Specifically, this is a first-hand witness account of the events, rather than decoding hand notes or similar.

	Necessity of collection

	It is necessary to collect this evidence, as again this is a key aspect of incident investigation.

	Additional information

	As with the photographic evidence, the witnesses must be asked if they are aware of any physical/environmental changes to the incident scene between the incident itself and the subsequent data collection. It cannot be assumed that the incident scene has been preserved.




	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 5 

	In your role as workgroup supervisor, explain your role in incident investigations:
a) 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) Explain why you would review reports on incidents, injuries and illnesses.
d) Identify responsible persons and relevant authorities you may contact and why you would contact them. 



	
	Explanation

	a)
	As a supervisor, I would be part of the Investigation Team. I would also be one of the first people on-site of the incident, so I would make sure that my own personal account of the incident is recorded and stored for future review by the investigation team. I would also be well aware of the people likely to have been near the incident when it occurred, so I would interview each of them with the knowledge of what tasks they were conducting at the time.

	b)
	I would interview workers for their accounts of the incident as soon as possible, while it is still fresh in their mind. Provided all the evidence from the scene has been collected and it is safe to do so, I would let them physically demonstrate to me the events that led to the incident. However, it is best to let them explain the situation exactly as they recall, otherwise external prompts may interfere/confuse the matters for them. 
It is also useful to ask them for a rough timeline and personnel near the incident, as this establishes who was closest to the incident and might have the best information/recollection of the events.

	c)
	It is important to review the existing reports on incidents, injuries and illnesses to establish whether the incident has any connection to an existing incident. This would help to establish whether the past investigations and subsequent recommendations and amendments had any impact on the nature of the specific incident having been repeated.

	d)
	The reporting process is dependent on the severity of the incident. Generally, incidents of an MTI or FAI are kept at a project level. LTI’s are reported to the Group HSE Management team. Injuries of a serious nature are reported to WHSQ – examples include serious eye injury, serious head injury, any amputation of any body part, serious burn, loss of bodily function etc.




	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 6 

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




	Name and describe Hazard 1

	Slips, trips and falls in the workplace, in particular falls

	Measures and actions to resolve hazard

	Safework Australia have a published Code of Practice, and for falls it is stated that “A fall prevention device (for example a secure fence, edge protection, work platform or cover) must be used to provide and maintain a safe system of work where persons are working near and around holes, penetrations and openings through which a person could fall, if it is reasonably practicable to do so.” If using covers over penetrations, they should be designed to safely withstand a 200kg point load rating.
The WHS Act 2011 also states that PCBUs must manage risks of fall by a person from one level to another (Part 4.4, 78). Specifically, Part 4.4. 78 (5) [a] & [b] state outline surfaces that are structurally capable of supporting all perosns and things placed on it, and barriers around itsp perimeter and any openings to prevent a fall.

	Communication of recommendations

	Falls are generally a basic hazard with a well-established series of controls, but can become a risk due to complacency. I would reiterate at meetings with workers that while complex activities with lots of planning required are occurring on site, it does not detract from the other hazards also present. 
In the office with colleagues, I would raise the fall risk if there is a drastic change in site conditions to normal, eg. piling works resulting in open ground holes

	Possible inadequacies of risk controls

	While controls such as fencing etc. are in place, some sites may be crowded with plant operating nearby. If a horizontal penetration is fenced off and is struck by plant lightly, the integrity of the barrier may be compromised even if it visually looks okay. As such, it is necessary to stay vigilant and ensure that the controls are actually operating as intended.

	Effect of culture on implementing measures and actions

	There may be a culture that dealing with basic hazards such as falling through a penetration is minor compared to high risk work (eg. precast installation) so it is necessary to reiterate the vigilance required to stay safe on site.

	Assisting with implementation

	Implementation measures such as task observations may be used – the fall risk may become a target topic for a week, where task observations are directed specifically towards reviewing the adequacy of fall prevention. This may encourage workers/subcontractors to check to ensure their controls are adequate.




	Name and describe Hazard 2

	Being struck by plant

	Measures and actions to resolve hazard

	If there is sufficient space for workers to be working outside of the vicinity of moving plant, it is much safer to keep them clear of the area. Otherwise, the use of operational safety zones with fencing/barriers can delineate the plant operation zone and work zones occupied by other trades.

	Communication of recommendations

	During the daily subcontractor prestart meeting the following day’s work activities are described and outlined on a site plan with subcontractor supervisors present. During these sessions the plant operators can delineate their work zone, so the other subcontractors are clear on where their workers should not go. These site plans (along with the minutes/notes of the meeting) are sent to the subcontractors for their reference and review.

	Possible inadequacies of risk controls

	It is possible that a worker who missed the notes of the plant’s operating zone unknowingly ventures into the area. This is why fencing and ample signage are important and prevent such occurances.

	Effect of culture on implementing measures and actions

	The separation of different work fronts may come at the cost of time, which may be to the dislike of workers with programmes to follow. However, the safety of the workers is the most important aspect so thought needs to be given to balancing safety and time when coordinating and planning works.

	Assisting with implementation

	Generally, subcontractors receive the site plans/notes without an issue. However, it is a good idea to keep a few spare physical copies on hand (as well as the whiteboard driving of the delineation on site) to provide to people if information is required.




	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

	4
	Control the hazard by engineering means

	5
	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
	1. True
2. 1. Eliminate
    2. Substitute
    3. Isolate
    4. Substitute with engineering
    5. Substitute with administration
    6. PPE
3. All of the above






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

	A. Respond to a workplace incident by providing first aid. 
	☐

	B. Complete WHS regulator’s incident notification form, outlining incident details, treatment details and business details.
	☐

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

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

	Name of observer
	

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

	Phone number of observer
	

	Email address of observer
	

	Signature of observer
	
	Date
	Click here to enter a date.
	Comments
	This activity was completed in task. One of the CSTC trainers collected the filled in forms.




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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