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ASSESSMENT FOR BSBWHS406

	Student name
	

	Date of assessment submission
	Click here to enter a date.


	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).

[bookmark: _GoBack]

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

	Name of workplace
	Construction site

	Workgroup
	Wall and ceiling liners



	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

	Workers

	Relevant section of WHS legislation

	Whilst working a worker must: take reasonable care for their own health and safety, take reasonable care for the health and safety of others, comply with any reasonable instructions, policies and procedure given by the employer of the workplace. 

	Obligations

	Workers are responsible for determining if a job that has been given to them is safe to conduct and complete safely. It is their duty to perform housekeeping around the site such as removing rubbish and minimizing risks if possible. 

	Method for communicating requirements

	If workers come across a hazard they are required to report the problems to their superior to remove or minimize the hazard. This can be brought up in the weekly toolbox talk and if serious enough as soon as possible to prevent damage. 

	Your role in meeting requirements

	It is your duty to provide a safe space for workers. Assess risks and implement the appropriate measures for controlling them, ensure safe use and handling of goods and substances, provide and maintain machinery, assess workplace layout, provide a suitable working environment and make sure insurance and workers compensation is in place for your employees in case they are injured and unable to work. 




	Name of Individual/Party 2

	Foreman

	Relevant section of WHS legislation

	Ensuring the safety of your workers and ensuring the tasks they are doing do not endangering themselves or anyone else in the workplace. Foremen are the main person to implement safety in the organisation and are often the first person contacted when a hazard is discovered on site. 

	Obligations

	The foreman is responsible for assigning tasks for each worker and if the worker feels unsafe they shouldn’t press or force the workers to do an action that puts them at risk. The foreman should also be around site daily and if they spot a hazard, should try to minimize or remove it as soon as possible and prevent it from occurring again. 

	Method for communicating requirements

	If the foreman finds a hazard he should notify the workers to be wary of it and the way in which they should be attempting to remove or minimise. If the hazard is incredibly dangerous the foreman can communicate with the contractor to remove the hazard. 

	Your role in meeting requirements

	It is your duty to provide a safe space for workers. Assess risks and implement the appropriate measures for controlling them, ensure safe use and handling of goods and substances, provide and maintain machinery, assess workplace layout, provide a suitable working environment and make sure insurance and workers compensation is in place for your employees in case they are injured and unable to work. 




	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

	WHS Risk Management Policy

	Summary of requirements

	Ensuring work health and safety as far as reasonably practicable is a legal obligation. This is to be achieved by managing risks on site and it is the responsibility of various duty holders to maintain the standards of a safe workplace. 

	Your role with notifying, reporting and documenting incidents

	Once all the risks have been identified, the risk management process must prioritize them. Document the risk and any possible hazards, the location of the risk and the severity of any possible injury that can occur from it. Understand how the incident occurred and how to prevent a re-occurrence, there must be no attempt to attribute blame. 




	Name of WHS procedure

	Communication and Consultation

	Summary of requirements

	It is required to consult so far as is reasonably practicable, with workers whose health and safety is, or likely, to be, directly affected from work. You are required to co-operate and co-ordinate activities with other business operators who are involved in the same activities.  

	Your role with notifying, reporting and documenting incidents

	To consult with different members of the worksite about different risks or problems on site and note them down and possibly sort them from most to least important. If you have consulted with a worker and they report a more severe problem than other workers than it should be prioritised. The less serious problems should still always be minimised no matter what but worker safety is the priority and anything endangering that should be dealt with immediately. 




	Name of WHS process

	The Risk management process

	Summary of requirements

	A process is the steps put in place to resolve work health and safety issues, consult workers on safety, monitor workers health and workplace conditions, and provide training along with appropriate information to their individual tasks and problems. The risk management process is a 4-step process. Step 1: Identify hazards, Step 2: assess the risks, Step 3: Control risks, and step 4: Review control measures implemented. 

	Your role with notifying, reporting and documenting incidents

	Implement the process to the risk. Document what steps are being done and when and what is being implemented to minimise or remove the risk from site. You should oversee this to ensure it is completed to a suitable standard to prevent further injuries or incidents. 




	Name of WHS system

	Hazard, near miss, incident and accident reporting, recording, investigation and analysis

	Summary of requirements

	A WHS management system should be documented and be done along with the correct implementation. The risk may not be adequately controlled, resulting in injury or more serious outcomes while documentation is being developed. To manage the risks and other possible hazards in a worksite by documenting and removing if necessary to result in a safer workplace for all parties. 

	Your role with notifying, reporting and documenting incidents

	If an injury or incident report is received it should be discussed with the staff member or members involved. The main purpose of discussion is to enquire about welfare for staff members and assistance they require. It is also my duty to understand how incidents occur and how they can be prevented and not attribute blame toward any persons on site. 




	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

	Providing First aid equipment

	Summary of requirements

	Ensure that first aid kits are accessible to each of the workers on site, must be adequate for common and serious injuries that may need to be treated, and ensure that all first aid equipment made available by the employer to a worker Is maintained hygienic, safe and in good condition. 

	Your role in meeting requirements

	Regular checks should be conducted to ensure that first aid kits have the correct resources to treat possible injuries. Ensure that first aid kits are sanitary to be used and accessible to numerous workers to use. 




	Name of WHS process

	Providing First Aid

	Summary of requirements

	Requirements will vary from one workplace to another, depending on the nature of the work being conducted and hazards associated. Use the risk management approach to tailor first aid that suits the circumstances of the injury and the workplace. 

	Your role in meeting requirements

	Provide first aid equipment and ensure each worker has access to the equipment. Educate workers on basic first aid so they can treat themselves on others if necessary. If incidents occur bring them up in the weekly toolbox talk and discuss with workers how to minimize injuries. Ensure that workers have access to facilities for the administration of first aid. 




	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

	Hazard/ Incident report form

	Collected from

	The data involving how the incident was caused and who may be involved would be collected from workers. The task the workers were undertaking and the area in which they were working would be collected from the foreman. 

	How it is collected

	Ask the workers things such as what they were doing at the time of an incident, who they were working with, what equipment they were using and PPE they were wearing whilst working in the area the work was being conducted in. Ask the foreman who was completing the tasks, what their instructions were, if the hazard was known before the incident, if there was an attempt to minimize the hazard, what materials they were working with and how they were operating. 

	Necessity of collection

	It is necessary for this information to be collected from the parties involved to provide an in-depth report of an incident that occurred and the events leading up to it, along with the environment and people that may have caused it. This can then be used to prevent incidents occurring of a similar way. 

	Additional information

	Additional information can include asking workers if they have coverage through WorkCover and other means of insurance to assist with them if they get injured and are unable to work further. If the workers were asked to tend to an incident earlier and they refuse ask about how they are with other workers and how they respond to the foreman whenever they are given a task they may not think is important. 




	Name of information/data type 2

	Employee accreditation certificates and licenses

	Collected from

	When workers are being inducted to a construction site they have to provide a white card. Under the WHS is must be made sure that each worker has completed white card training, including those who have completed training in the past but have not carried out construction work in the past 2 years. 

	How it is collected

	When being inducted or communicating with the site manager about going on site or acquiring a job with one of the companies. Their information will be sent to the project manager to process to see if they are suitable to work and are trained appropriately. 

	Necessity of collection

	If a worker is hired without basic safety training they can endanger not only themselves but everyone that is working on site. If a worker is hired without providing the correct credentials such as a white card then the company is then liable for the wellbeing of the worker, even though the workers wellbeing is at risk because they are not training in safety to work on a construction site. 

	Additional information

	Additional information can include who the workers may know on site to partner them up with to prevent issues between different members of the site being caused. Make sure that they are wearing the appropriate PPE and have equipment to complete tasks given by their superiors. 




	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)
	Provide things such as your emergency exit plan and first aid kits and contents. Provide them with information that can help lead to discovering the cause. Things such as who is working where, what are they doing, what tools they are using, and what is in their surroundings. This helps the investigator understand people’s roles in the accident and give a clearer idea of how it may have been caused.  

	b)
	An investigation gathers information to establish, what occurred, how it occurred, who is responsible, and whether it could or should have been prevented. An investigation should collect evidence such as, witness statements, photographs, equipment in use, samples, objects found at the scene and document evidence such as safe operating procedures and training records. 

	c)
	To improve on responding to incidents and prevent the same ones happening further. If a report is filed about a specific incident and it outlines how it was caused, you can then work on educating workers on how it happened and how to minimize the chances of it happening once again. 

	d)
	Contact the persons who were working around the hazard at the time that the incident occurred. These people should be contacted because they may have witnessed it or even lead to the incident being caused and may have the greatest understand of the events that led up to the incident. If the injuries from an incident were serious and emergency services had to be contacted it would be best to communicate with them about how the person was treated and the severity of the injuries they have suffered along with them giving their own report on the patient. 




	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

	Falling objects or workers

	Measures and actions to resolve hazard

	Placing exclusions zones below people working at heights along with appropriate signage to warn people of possible falling objects. Educate the workers on making sure they secure their tools when working at heights to minimize the risk of dropping tools on workers below. Make sure workers at heights do not lean or worker over railing to prevent the chances of them falling from serious heights. 

	Communication of recommendations

	When giving workers tasks, remind them of associated risks and ways they can minimize risks when working at heights or below them. Provide them with different alternatives that can minimize the chances of falls and injury on site. This can be stated in the weekly toolbox talk along with any other ways to minimise risks around the workplace. 

	Possible inadequacies of risk controls

	Poor implications to risk controls. Such as signage not being visible or put in place. Exclusion zones may not have been implemented or barriers were not visible for other workers. 

	Effect of culture on implementing measures and actions

	Culture on workplace can include peoples attitude toward the tasks they have been given such as being lazy. This can affect a possible the implementation of control measures to the indicated risks. If the control measures haven’t been implemented properly incident will keep occurring. If a worker is working on a task and is ordered to firstly minimize some may ignore the order given and that can cause problems for the workers attitudes and the risk will still be unattended. 

	Assisting with implementation

	Provide the guidelines that the risk controls will follow to allow for safe work to occur. Give workers the correct tools and time to implement them instead of rushing them or giving them incorrect materials to prevent the risk reoccurring. Make sure the material for the exclusion zone is a bright colour so workers are aware of its position and purpose on site. 




	Name and describe Hazard 2

	Slips, trips and falls

	Measures and actions to resolve hazard

	Constant housekeeping on site is a fundamental way of preventing falls due to slips and trips, such as, cleaning all spills, removing obstacles from walkways, covering cables that cross walkways and keeping working areas and walkways well lit. Make sure workers are wearing the correct PPE footwear to prevent slips or trips over obstacles or on spills. With spills try to mop up the area or placing things such as cardboard over the area to provide grip for people working in the area. If there is a spill put up signage to indicate that the ground is slippery and workers should take car when walking over. 

	Communication of recommendations

	When giving tasks to workers remember to notify them about risks associated and the ideal way for them to conduct the task without putting themselves at risk as well. Provide them with the correct materials and instructions to prevent the hazard from reoccurring and minimize it as best as possible.  

	Possible inadequacies of risk controls

	If there are objects blocking a pathway make sure they are removed correctly to prevent further trips and falls that can possibly injure workers. If there is a poorly lit area with objects or a spill in it, workers should light the area and provide appropriate signage. If unable to minimize the risk make sure the spill is at least contained and well-lit so workers can see the hazard. 

	Effect of culture on implementing measures and actions

	If a worker is aware of a hazard and personally thinks that it is harmless and cannot cause damage and is asked to be the worker to minimize it, they may not treat the task as serious as needed. This may result in the hazard still posing a risk for workers even though it was meant to be minimized or removed


	Assisting with implementation

	Provide the guidelines and the appropriate risk controls to allow for safe work to occur. Give the workers the correct instructions and ample time to complete the task so they do not rush minimizing the hazard and cause it to become a reoccurring problem. Make sure that when they are moving objects from hallways they do just move the objects to another area which can still cause the same problems and possible injuries as before.  




	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

	4
	Isolate the hazard

	1
	Provide and use Personal Protective Equipment (PPE)

	6
	Eliminate the hazard

	3
	Control the hazard by engineering means

	2
	Control the hazard by administrative means

	5
	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

	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
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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