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ASSESSMENT FOR BSBWHS510

	Student name
	Kylie Glass

	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

	a) Identifying emergencies and initial response
	· Workbook response (below)

	b) Risk register
	1. Workbook response (below)

	c) Plan and implement initial response
	2. Workbook response (below)

	d) Post-event activities
	3. Workbook response (below)

	e) Review emergency responses
	4. 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
	Calty Constructions

	Workgroup
	Head Office Team




	ACTIVITY 1 

	· Identify one (1) emergency that would fall under each of the following emergency categories:
5. Fire evacuation
6. Security breach
7. Serious medical injury
· Describe one (1) hazard which may cause each of the emergencies identified. 
Describe one (1) hazard which may occur during each of the emergencies identified. 
· Identify one (1) standard that you may refer to when identifying the cause of (and advice for initial response to) each emergency. 
8. Categorise each of the emergency according by colour code.
· Identify one (1) stakeholder who may be useful in identifying the cause of each emergency. Justify their suitability.
· Identify one (1) internal specialist advisor who you could liaise with to identify the cause of (and advice for initial response to) each emergency. Justify their suitability.
· Identify one (1) emergency agency who you could liaise with to identify and respond to each emergency. 
9. Outline the requirements for liaising with an agency during reporting, arrival and in response to an emergency.
· Identify the impacts each emergency has on personnel, property and the environment. 
· Identify initial response actions which could limit these impacts. 
10. List the actions in order of priority.
11. Justify your responses with reference to current industry practice.




	Fire evacuation

	Describe emergency

	A fire has started in the Archive Room in our head office building.
The archive room is where all old documentation is stored and contains a large amount of paper files which would provide fuel for the fire.  The archive room also contains our photocopier

	Hazards (i.e. causing and during)

	Sources of potential harm
A hazard that may cause a fire in the archive room is the use of an extension cord to power the photocopier.  The copier should be plugged directly into the outlet rather than using an extension cord for any lengthy period.

Hazards that may occur during the emergency include;
· The fire spreading from the archive room into other parts of the building.
· Fire detection system (Smoke detectors/alarms) not being operational.
· Staff not trained in emergency procedures or use of equipment such as fire extinguishers.
Staff not evacuating the building in the correct manner or assembling in the correct location.

	Standard which may identify cause of (and response to) emergency

	AS3745-2010 Planning for emergencies in facilities.
Fire/Smoke Emergency = Code RED

	Stakeholder who may identify cause of emergency

	A stakeholder who can be useful in identifying the cause of the emergency is one of our staff members.  This staff member has undergone formal training in emergency response procedures is able to complete a safety audit of the office building.  He is capable of identifying issues and potential causes of emergency situations – which in turn will assist in preventing them.


	Internal specialist advisor who may identify cause of (and response to) emergency

	An internal advisor who I could liaise with to identify the cause of and advice for initial response to the emergency is our Fire Warden.  The Fire Warden will have undergone regular emergency procedure training and will know the requirements for a response to an emergency situation.  The Fire Warden may be able to provide advice, based on their training and experience, on how to maintain a safe office safe and prevent emergency situations as much as possible.


	Emergency agency to liaise with

	Queensland Fire and Emergency Services (QFES)
QFES is involved in Building Fire Safety in the following ways:
· Providing referral agency advice under the Sustainable Planning Act 2009 on building work assessable against the Building Act 1975.
· Ensuring building occupiers and owners are aware of their obligations regarding the fire safety of their building and its occupants.
· monitoring compliance of budget accommodation buildings with relevant legislation.
· Working with industry and community to reduce the incidents of unwanted alarm activation.
The QFES should be contacted during the emergency response planning stage.  The QFES is able to attend the site and have knowledge of:
· The scope of business
· The hazards and risks associated with the business
· The location of the workplace
· Hours of operation
· Entry access points
· Traffic flow within the site
The QFES should be contacted upon discovery of the fire.  They will then attend the scene and provide assistance in eliminating the hazard and ensuring the safety of all staff members.
Instructions provided the QFES must be followed at all times throughout and following the emergency.


	Impacts on personnel, property and environment

	A fire emergency in the archive room has the potential to impact:
Property
· Destruction of the archive documents 
· Damage to the equipment stored/used in the archive room
· Damage to the building and contents
The above will cause cost to the business and possibly hinder the ability to trade.
Personnel
· Physical and psychological damage to workers involved with / affected by the fire
· Loss of wages if the business in unable to continue to trade for a period of time
Environmental
· Fumes and smoke released into the atmosphere
· Water used to extinguish the fire entering nearby drains


	Initial response actions which could limit impacts

	As stated in the Workplace Health and Safety Act 2011, section 43 – a PCBU must write and implement an emergency plan.  As per this requirement, the Calty Constructions emergency plan outlines the emergency procedures to be followed in case of a fire/smoke/explosion emergency are:
· Sound the alarm for a fire/smoke emergency
· Evacuation coordinator is to immediately investigate for the source of the fire/smoke
· RACE procedure is to be followed:
· Rescue any person/s in immediate danger
· Alarm.  Raise the alarm. Contact the emergency services on “000”
· Contain. Close the doors and windows to contain the fire.
· Extinguish.  Attempt to extinguish the fire only if safe to do so and you are trained.
· Follow emergency evacuation procedure and evacuate to assembly area.





	Security breach

	Describe emergency

	A security breach that might occur is someone break and entering into the premise with the intent to steal.

	Hazards (i.e. causing and during)

	A hazard that may give the opportunity for break-in is the non-existence of security features in the building such as security gates at the entry door, signage, or alarm system protecting the building.
A hazard that may occur during the break-in is the possibility of the intruder being disturbed by a staff member.  This may cause the intruder to become violent and injure the staff member.

	Standard which may identify cause of (and response to) emergency

	AS 3745-2010 Planning for Emergencies in Facilities
Personal threat = BLACK


	Stakeholder who may identify cause of emergency

	A stakeholder who may be able to identify the cause of the emergency the Queensland Police.  They act in your best interest to ensure that risk of burglary to your business premises is minimised.  They can identify a number of effective strategies that a business can adopt to deter burglars.  These are available on their website: https://www.police.qld.gov.au/programs/cscp/businessSecurity/Burglary.htm
And include the following:
· Business identification and signage
· Warnings
· Landscaping
· Fences and gates
· Lighting
· Building construction
· Power and switchboards
· Doors, windows and glass
· Property marking
· Safes
· Alarm systems
· Surveillance equipment
Police can be contacted directly for further guidance and information.


	Internal specialist advisor who may identify cause of (and response to) emergency

	An internal specialist advisor that may be able to identify the cause of and response to the emergency is someone who has undertaken Threat Preparedness Training.  They will have the skills and training to identify and implement mitigation strategies, review our security profile and emergency response procedures.

	Emergency agency to liaise with

	Emergency agency to liaise with for burglary is the Queensland Police.
Contact the police immediately on ‘000’ and ensure that they are aware of the situation.
Provide as much details to the operator as you can to ensure they are able to respond in the best way possible for the situation.  

	Impacts on personnel, property and environment

	Burglary has the potential to impact:
Personnel
· risk of worker interrupting burglary causing possible physical and emotional injuries.
Property
· theft of plant and equipment stored in the premises
Environmental
damage to building and surrounds cause by unauthorised access to the property


	Initial response actions which could limit impacts

	Initial response actions that can limit these impacts are:
Contact the police immediately on ‘000’ and ensure that they are aware of the situation.
Alert other persons in your vicinity.
Evacuate the premises if safe to do so.
Follow directions of police and emergency services.
Provide as much information to the police and fully cooperate with their questioning and investigation.





	Serious medical injury

	Describe emergency

	Worker struck by box which has fallen off a shelf in the archive room.  Worker sustained concussion and was unconscious for a period of time.

	Hazards (i.e. causing and during)

	The hazard which caused this incident is boxes in the archive room not be securely stored.  
This hazard may still be present during the emergency should remaining boxes also be stored in an unsafe manner.

	Standard which may identify cause of (and response to) emergency

	AS/NZS ISO 31000 Risk management – principles and guidelines
Medical Emergency = BLUE

	Stakeholder who may identify cause of emergency

	A stakeholder who may be useful in identifying the cause of the emergency is a worker who was witness to the incident.  The witness will be able to answer the following questions which will help in the incident investigation process.
· Exact location where the injury occurred
· Activity in which the injured person was engaged at the time of the injury
· Equipment/resources being used at the time of the injury


	Internal specialist advisor who may identify cause of (and response to) emergency

	An internal specialist advisor who you could liaise with to identify the cause of the injury and seek advice from for initial response to the emergency is the first aid officer on duty.
They are trained in providing first aid and will be able to provide practical advice and assistance when involve in responding to this emergency.

	Emergency agency to liaise with

	The emergency agency to liaise with in this instance is the Queensland Ambulance Service.
They should be contacted by phoning “000”. You must provide clear and concise information when liaising with the Ambulance Service to ensure they are able to provide assistance in the most effective and efficient way possible.
Questions they ask when you phone “000” are;
· The address of the emergency
· what the problem is 
· how many people are injured
· the person’s age
· the person’s gender
· if the person is conscious
· if the person is breathing
The operator may give you first-aid advice while the ambulance is on its way.  
Do not hang up until the operator tells you to.  

	Impacts on personnel, property and environment

	The initial impact this medical emergency has are:
Personnel
· Worker sustaining injury
· Co-workers and witnesses to the injury suffering shock or emotional distress 
Property
· minimal – unlikely that archive box was damaged in the fall.  The box is cardboard and contains paper.  If box was damaged it is easily replaced.
Environment
· not applicable


	Initial response actions which could limit impacts

	Ensure a fully equipped first aid kit is available and maintained
Ensure a least one qualified first aid person is available on site
Ensure all staff are aware of who the first aid officer is on their shift
Ensure the area is safe for yourself, others and the patient
Check the patient for a response
Dial “000” and ask for an ambulance
Ensure airway is clear
Make sure patient is comfortable, monitor their response and wait until ambulance arrives





	Outcome for Activity 1
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 2 

	For the three (3) emergencies identified in Activity 1, develop a risk register which outlines:
A. Hazard details
B. Location of hazard
C. People exposed to the hazard
D. Possible injuries/damages caused by the hazard
E. Control measures required (including responsibility for implementation within organisation)
F. Results of risk assessment




	Record 1

	Date of entry

	07/06/2019

	Hazard details

	Extension lead used permanently to power the photocopier

	Location of hazard

	Archive room, head office

	People exposed to hazard

	Workers situated in the office and surrounding buildings

	Possible injuries/damage

	Fire, smoke and water damage to the building and surrounding properties
Injury to workers – smoke inhalation and burns

	Control measures required

	Elimination - Extension leads not to be used at any time

	Risk assessment

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: Low





	Record 2

	Date of entry

	11/06/2019

	Hazard details

	Burglary – with the risk of workers interrupting the intruder

	Location of hazard

	Business premises

	People exposed to hazard

	Workers arriving to work early or leaving late

	Possible injuries/damage

	Injury resulting from physical assault

	Control measures required

	Business security plan to be implemented.  Workers to be educated in safety precautions when arriving to work early or leaving late
· Be alert for suspicious people hanging around work premises
· Check the identity of unknown visitors
· Restrict access to employee areas and secure personal valuables
· Avoid giving personal details or business information to strangers
· Lock doors and windows in areas that are unoccupied
· Know which doors and windows you can use in an emergency
· advise someone if you are working late and let them know what time you expect to be home


	Risk assessment

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: Low





	Record 3

	Date of entry

	10/06/2019

	Hazard details

	Objects falling from archive shelves causing injury to workers below.


	Location of hazard

	Archive room, head office

	People exposed to hazard

	Workers when in the archive room

	Possible injuries/damage

	Injury to persons from falling objects – bruising, lacerations, concussion, broken bones

	Control measures required

	Elimination - Ensure archive boxes are stored on shelving in an orderly manner, away from the edge of the shelf.  Ensure archive boxed are not double stacked, or over-packed.
Ensure shelving is sturdy, stable and in good order.  Do not overload shelving beyond its load limit

	Risk assessment

	
	Matrix
	A:
Death or permanent disability
	B:
Serious injury
	C:
Lost time injury
	D:
Casualty Treatment
	E:
First Aid

	1: Very Likely
	E
	E
	H
	H
	M

	2: Likely
	E
	H
	H
	M
	M

	3: Possible
	H
	H
	M
	M
	L

	4: Unlikely
	H
	M
	M
	L
	L

	5: Very Unlikely
	M
	M
	L
	L
	L



	E: Extreme
	H: High
	M: Medium
	L: Low



Level of risk: Low





	Outcome for Activity 2
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 3 

	Plan for the emergencies identified in Activity 1, through your responses to the following:
· Identify one (1) type of emergency equipment required for each emergency.
12. Where should such equipment be stored for easy access?
13. How often should it be checked (i.e. for cleanliness and to be serviced)? 
Justify your response. 
· Outline possible training required to effectively implement the initial responses identified. 
14. List suitable parties to deliver such training (internally and externally) 
· Explain your role in implementing initial response procedures identified. 
15. Explain how you document and display actions for initial response.
16. Outline your own role in emergency response, as outlined in workplace WHS policies and procedures. 




	Fire evacuation

	Emergency equipment

	Fire extinguisher
A fire extinguisher, type AB(E) White should be available for use in case of this emergency.  As per Australian Standard AS 2444 Portable Fire Extinguishers and Fire Blankets, fire extinguishers should be installed in a conspicuous and readily accessible position, supported by a substantial hook or bracket mounted not more than 1.2 metres above the floor (hip height).  In addition, fire extinguishers should not be located in positions where access could present a hazard to a potential user.  Where practicable, they should be located along normal paths of travel and near exits.
Signage should also be in place to identify the type and location of the extinguisher.  There are two basic types of signage associated with portable fire extinguishers, a red rectangular sign with a white picture of a fire extinguisher known as a Location Sign, and an optional identification disc, which specifies contents and type of fire on which the fire extinguisher is to be used.  The location sign should be positioned directly above the fire extinguisher, with the bottom edge not less than 2 metres above the floor.

In accordance with Australian Standard AS1851 Routine service of fire protection systems and equipment, all portable fire extinguishers are subject to periodic inspection, test and preventative maintenance activities.  The frequency of these inspections is recorded on the maintenance record – which is a yellow tag attached to the extinguisher.  The record is stamped or marked to indicate the maintenance activity performed as follows:
1 – 6-monthly
2 – Yearly
3 – 5-yearly
5 – After use

	Required training

	As a PCBU occupying a building in Queensland, we have a legal obligation to ensure the safety of any person in that building in the event of a fire emergency.  It is also a legal obligation to practice an evacuation annually.
Queensland Fire and Emergency Services facilitate the following courses:
· General Evacuation and First Response Course
· Chief Warden and warden Course
https://www.qfes.qld.gov.au/training/workplace/Pages/default.aspx


	Your role in implementing initial response procedures

	Initial response actions for a fire emergency are to be set out in the Emergency Plan.  They are also to be communicated to all staff and visitors when they complete their induction to site.
My role in the emergency response, as outlined in workplace WHS policies and procedures is that of Evacuation Coordinator.  Within this role, I am to ensure evacuation procedures are followed as per the Emergency Plan
· Evacuation Alert
Sound the evacuation air horn, shout “this is an emergency, please evacuate”.
· Contact Emergency Services
Ensure this is undertaken personally, or delegate this to another person.  Provide all necessary information to emergency services.
· General evacuation instruction
Ensure all persons are evacuating the building.
· Persons with special needs
Ensure persons with special needs are provided assistance in evacuating the building.
· Check all persons have evacuated the site
Is safe to do so, complete a full check of all areas to ensure no person is left in the building.
· Emergency assembly area
Report any unaccounted personnel immediately to the Emergency Services upon their arrival.
Liaise with Emergency Services.





	Security emergency

	Emergency equipment

	Electronic Security Alarm System.
Can be an effective crime prevention tool for the business.  They can alert other people in the area, a monitoring company and/or the relevant authorities about possible suspicious activity at the business premise.
There are a number of types of alarm systems available including:
· Movement detectors
· Magnetic reed switches
· Duress or panic buttons
In our instance, the most suitable alarm is the movement detector which can be placed in strategic positions around the business. 
The alarm system should be tested periodically to ensure that is remains in good working order.


	Required training

	Training would be required by those who are required to operate the alarm – first to arrive and last to leave.
The most suitable parties to deliver the training are:
· the manufacturer or supplier of the alarm system
· the monitoring company


	Your role in implementing initial response procedures

	My role in implementing the initial response processes is:
· ensure that the Calty Constructions Emergency Plan includes what to do in case of personal threat emergency.
· ensure this is communicated to all employees.
· ensure a copy of the Emergency Plan is readily accessible for all employees.
· ensure all stakeholders are involved in the planning process.





	Serious medical injury

	Emergency equipment

	First Aid Kit
All workers must be able to access a first aid kit.  The first aid kit should provide basic equipment for administering first aid for injuries including:
· cuts, scratches, punctures, grazes and splinters
· muscular sprains and strains
· minor burns
· amputations and/or major bleeding wounds
· broken bones
· eye injuries
· shock
As per the First aid in the workplace code of practice 2011, a person in the workplace should be nominated to maintain the first aid lit (usually a first aid officer) and should:
· monitor access to the first aid kit and ensure any items used are replaced as soon as practicable after use
· undertake regular checks (after each use, or if the kit is not used, at least every 12 months) to ensure the kit contains a complete set of the required items.  An inventory list in the kit should be signed and dated after each check.
· ensure the items are in good working order, have not deteriorated and are within their expiry dates and that sterile products are sealed and have not been tampered with.


	Required training

	As per the WHS Reg, Section 42: a person conducting a business or undertaking must ensure that an adequate number of workers are trained to administer first aid at the workplace or that workers have access to an adequate number of people who have been trained to administer first aid.

First Aiders should hold nationally recognised statement(s) of attainment issued by a registered training organisation for the nationally endorsed first aid unit(s) of competency.  As this workplace is deemed to be low risk first aiders are sufficiently trained if they can perform CPR and treat minor illnesses and injuries.

Apply First Aid provides competencies required to recognise and respond to common life-threatening injuries or illnesses, including life-support using CPR and to manage the casualty and incident until the arrival of medical or other assistance.

An external provider – RTO is required to provide this training.  There are many such RTO’s including:
· St John Ambulance Australia
· Australian Red Cross
· Site skills Training


	Your role in implementing initial response procedures

	Initial response actions for medical emergencies must be documented in the Emergency Plan.  This plan is to be made available to all workers.  All workers must be made aware of the first aid attendant for their shifts and know the location of the first aid kits.  This information should be included in the emergency floor plans which are displayed throughout the building.
My role is to:
· Ensure the first aid kits is fully stocked with applicable equipment.  The first aid kit should be located in a prominent, accessible location and able to be retrieved promptly.  
· Ensure at least one qualified first aid person is available on site.
· Organise first aid training and refresher courses when required, and update training register.
· Ensure the emergency floor plans contain current information and are displayed throughout the building.





	Outcome for Activity 3
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 4 

	For the emergencies identified in Activity 1, identify your responses to the following:
· Outline one (1) action that may occur as part of the second response phase.
17. Identify the personnel who would be involved.
18. Outline how you may assist personnel involved. 
· As part of your workgroup supervisor role, how you would contribute to the debriefing process. 
19. Who should be involved in the debriefing process?
20. When should the debriefing process occur?
21. Identify three (3) aspects of the emergency response that might be considered during the debriefing process.




	Evacuation emergency

	An action that may occur as part of the second response phase is considering the wellbeing of the evacuated personnel whilst in the designated area.  Things to consider include:
· the need for shade
· the need for drinking water
· toilet facilities

The personnel who may be involved in ensuring the wellbeing of the evacuated workers would include the Evacuation Coordinator.  The Evacuation Coordinator may decide to delegate duties to responsible personnel such as management and senior staff members to ensure services are provided to workers as required.

As a workgroup supervisor, I would be able to provide assistance to the Evacuation Coordinator in ensuring the workers are cared for.  I would be able to liaise with the evacuated workers and identify their needs and attend to their wellbeing.


	Security emergency

	An action that may occur as part of the second response phase in the case of a burglary is ensuring that all affected personnel are provided emotional support and counselling services.

Personnel who may be involved in this counselling process are management, HR department, fellow workers and external counsellors.  Some personnel may be affected more than others.  Some may benefit from talking about the incident with fellow workers, however some may be more affected, be in shock, feel unsafe, threatened and require more specialised care.

I will be able to assist the personnel involved by providing as much support and understanding to all affected workers as possible.  
The Office of Industrial Relations provides a grief and counselling service.  I would be able to contact them or provide the affected workers their contact details and encourage them to use the service.

	Serious medical injury

	An action that may occur as part of the second response phase is the injured worker seeking treatment from a medical professional.   The personal who would be involved is the injured worker, and the WHS Officer.  Once the first aider has provided their initial treatment, the WHS Officer will ensure the injured worker is taken to a doctor, medical centre or emergency department.
I am able to provide assistance by:
· providing the location and contact number for the nearest medical centre, emergency department
· phoning the medical centre or emergency department to advise them that the injured worker is on their way
· making sure the area surrounding the injured worker is kept free of any hazards and bystanders are kept at a safe distance.


	Your contribution to debriefing process

	Debriefing helps to identify areas for improvement so that emergencies can be better handled in the future.  

Personnel who should be involved in the debriefing process are:
· workers involve in the incident
· witnesses to the incident
· emergency response team (fire warden, evacuation coordinator, first aider etc)
· emergency services as applicable (ambulance, fire, police)
· internal and external advisors

I can contribute to the debriefing process by:
· collecting information regarding the emergency incident
· coordinating the meeting of all involved, including personnel and emergency services
· collating feedback and results of the debrief  

The debriefing should be conducted as soon as possible after the emergency.  

Three aspects of the emergency response that might be considered during the debriefing process are:
· were procedures followed?  If not, what should be modified?
· were communication processes with onsite personnel and/or emergency services appropriate and effective?
· Was the emergency equipment accessible and suitable?  Are modifications or additional equipment required? 





	Outcome for Activity 4
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 5 

	It is very important to monitor emergency responses, address deficiencies and identify areas for improvement.
· Identify ways in which you might monitor emergency responses (including personnel response and equipment) for efficiency, timeliness and effectiveness.
22. Why should stakeholders be consulted to assist with monitoring?
23. In what ways might you collect information from the stakeholders?
24. What advice might you seek from specialist advisors and emergency agencies?
· Who might you report the results of any monitoring to? 
· Identify one (1) possible area that a workplace might need to improve upon in their emergency response.
· Provide recommendations to address this area. 
· Identify one (1) possible area that you, in your role as a workgroup supervisor, might need to improve upon in your emergency response.
· Provide recommendations to address this area. 
· Outline the requirements of Commonwealth and state or territory WHS Acts and regulations with regards to:
· Implementation of emergency procedures 
· Cessation of work
· Outline the recommendations of a code of practice with regards to the implementation of emergency procedures.
· Identify and briefly one form of guidance material (from the regulator) with regards to the implementation of emergency procedures.



	
	Response

	a)
	Ways in which I might monitor emergency responses (including personnel response and equipment) for efficiency, timeliness and effective are:
· gather documentation such as emergency management plan, investigation reports, debriefing reports and outcomes
· gather feedback from internal stakeholders such as evacuation coordinator, managers, supervisors, first aiders, fire wardens 
· gather feedback from external stakeholders such as specialist advisors and emergency services
· gather requirements and recommendations under legislation, codes of practices and guidance material to monitor our performance and compliance against
Stakeholders should be consulted to assist with monitoring as they should be included in the consultation processes with regards to health and safety in the workplace.  Internal and external stakeholders may be able to provide insight into areas they have identified as requiring improvement through their professional experience and training.

Ways in which information can be collected from stakeholders include:
· completion of surveys/reports on the emergency response
· face to face meetings to discuss the emergency response
· reports 
· memos

Advice that I might seek from specialist advisors and emergency agencies include
· recommendations on what was successful in the emergency response
· areas of the emergency response that were lacking or non-existent
· processes that we can implement that will improve our emergency response
· areas of non-compliance
· ways to implement improvements



	b)
	Results of the monitoring of emergency responses should be reports to a variety of stakeholders, including workers, PCBU’s and the ECO (Emergency Control Organisation).

	c)
	An area that a workplace might need to improve upon in their emergency response is: ensuring appropriate emergency response equipment, such as fire extinguishers, are available and are maintained in good working order.
Suggested recommendations to address this area are:
· external specialist/consultant to visit the workplace and identify the number of and type of fire extinguishers that should be available in the workplace
· management to ensure fire extinguishers are supplied and installed
· evacuation coordinator to ensure 6-monthly testing of extinguishers is completed in accordance with regulations.


	d) 
	An area in which I, as workgroup supervisor, might be able to improve upon in our emergency response is ensuring the emergency plan is tested as per company policy.
Company policy states that evacuation practice drills must be conducted at least annually for the site, and must:
· include an appropriate number of persons
· be carried out in an appropriate way; and
· be recorded.
Following the evacuation practice drill, a debriefing regarding the exercise will be undertaken with the evacuation coordinator and safety committee to determine the effectiveness of the current procedures; and any opportunities for improvement. 

Recommendations to address this area are:
· ensure the task of conducting the evacuation practice drill is assigned to the evacuation coordinator
· ensure the evacuation practice drill is scheduled at least once per year, include this in the safety committee meeting minutes to help ensure compliance
· ensure applicable forms are available to document the practice drill


	e)
	Division 4 Emergency Plans of the Work Health and Safety Regulation 2011 outlines requirements with regards to implementing emergency procedures.
43 Duty to prepare, maintain and implement emergency plan
(1) A PCBU at a workplace must ensure that an emergency plan is prepared for the workplace, that provides for the following – 
(a) emergency procedures, including – 
(i) an effective response to an emergency; and
(ii) evacuation procedures; and
(iii) notifying emergency service organisations at the earliest opportunity; and
(iv) effective communication between the person authorised by the PCBU to coordinate the emergency response and all person at the workplace;
(b) testing of the emergency procedures, including the frequency of testing; 
(c) information, training and instruction to relevant workers in relation to implementing the emergency procedures.
(2) A PCBU at a workplace must maintain the emergency plan for the workplace so that it remains effective.
(3) For subsections (1) and (2). the PCBU must have regard to all relevant matters including – 
(a) the nature of the work being carried out at the workplace; and
(b) the nature of the hazards at the workplace; and
(c) the size and location of the workplace; and
(d) the number and composition of the workers and other persons at the workplace.
(4) A PCBU must implement the emergency plan for the workplace in the event of an emergency.

The Workplace Health and Safety Act 2011Part 5, Division 6, Sections 83-89 outline the right for workers to cease unsafe work.  If a worker has reasonable concern about a serious risk to their health or safety from immediate or imminent exposure to a hazard, they may cease or refuse to carry out work.  A worker who ceases work must notify the PCBU as soon as possible.

	f)
	First Aid in the Workplace Code of Practice 2014
Section 3.6 First Aid Procedures
You should develop and implement first aid procedures to ensure that workers have a clear understanding of first aid in their workplace.  The procedure should cover:
· the type of first aid kits and where they are located
· the location of first aid facilities such as first aid rooms
· who is responsible for the first aid kits and facilities and how frequently they should be checked and maintained
· how to establish and maintain appropriate communication systems (including equipment and procedures) to ensure rapid emergency communication with first aiders
· the communication equipment and systems to be used when first aid is required (especially for remote and isolated workers).  These procedures should contain information about how to locate and communication equipment, who is responsible for the equipment and how it should be maintained
· the work areas and shifts that have been allocated to each first aider.  These procedures should contain the names and contact details of each first aider
· arrangements to ensure first aiders receive appropriate training
· arrangements for ensuring that workers receive appropriate information, instruction and training in relation to first aid
· seeking information when a worker commences work about any first aid needs that may require specific treatment in a medical emergency, such as severe allergies.  Information about a worker’s health must be kept confidential and only provided to first aiders with the worker’s consent
· how to report injuries and illnesses that may occur in the workplace
· practices to avoid exposure to blood and body substances
· what to do when a worker or other person is too injured or ill to stay at work (e.g. if they require assistance with transport to a medical service, home or somewhere else where they can rest and recover)
· access to debriefing or counselling services to support first aiders and workers after a serious workplace incident



	g)
	Workplace Health and Safety the following guidance material available from their website (https://www.worksafe.qld.gov.au/injury-prevention-safety/managing-risks/first-aid-and-emergency-plans) :
Emergency Plan Fact Sheet – published by Safe Work Australia.
The fact sheet provides general guidance for PCBU’s and workers on preparing and maintaining general emergency plans for workplaces in line with regulation 43 of the Work Health and Safety Regulations.  




	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




QUIZ

	QUESTIONS
	CORRECT

	a) Which of the following are emergency prevention controls typically installed in a workplace? Select all that apply.
☒ 	Emergency alerting systems
☒ 	Emergency protection systems
☒ 	Smoke alarms, fire alarms and fire extinguishers
☐ 	Canary birds to detect gas
☒ 	Safety wear
☒ 	Security systems

	☐

	b) What information must you provide when calling emergency services (000) and upon their arrival? Select all that apply.
☒ 	The service requested (Police, Fire or Ambulance)
☒ 	Address or location of emergency
☐ 	The number and exact location of smoke alarms
☒ 	A description of the emergency

	☐

	c) Safety representatives and WHS regulators have the power to direct workers to cease work immediately if an immediate danger to WHS exists. 
☒ 	True
☐ 	False

	☐

	d) It is optional to check and account for people during an evacuation. 
☐ 	True
☒ 	False

	☐

	e) What is the biggest benefit in issuing instructions in an authoritative manner during emergencies? Select the most appropriate response.
☐ 	So that people in neighbouring buildings can hear you
☒ 	So that people obey the instruction given
☐ 	So that people in the bathroom hear the instructions
☐ 	So that people are scared

	☐

	f) Who might appropriately deliver training regarding initial emergency response? Select all that apply.
☒ 	Internal Health and Safety Representatives
☒ 	Fire fighters
☒ 	First aid trainers
☒ 	Registered Training Organisations

	☐




	g) Debriefing and reports are part of the initial response procedures. 
☐ 	True
☒ 	False

	☐

	h) Which of the following are appropriate ways to document and display actions for initial response? Select all that apply.
☒ 	Evacuation map
☒ 	Emergency plan
☐ 	Labelling every door and window with a number
☐ 	Having a phone book at every entrance

	☐




	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 handouts provided) or real.

	TASKS
	VERIFIED

	· Consult with other workers, specialist advisors (e.g. Trainer/Assessor) and emergency services (e.g. personally/via website) to identify:
· Potential fire hazards/emergencies within the workplace
· Actions to be taken by workers and others, according to internal/external WHS information
	☒

	· Conduct a safety audit of the work area:
· Identify resources available and required for immediate response (including evacuation maps)
· Check emergency equipment to ensure serviceability, accessibility, cleanliness and correct location
	☒

	· Document potential emergencies and their causes in a risk register, identifying:
· Possible injuries/damage
· Required control measures (including training needs and responsibility for implementation within organisation) 
· Risk assessment results  
	☒

	· Respond to a fire emergency/drill:
· Providing information needs to emergency response personnel during reporting, arrival and in response to emergency
· Checking and accounting for people during an evacuation
	☒

	· Show leadership in contributing to the debrief after fire emergency/drill:
· Monitor responses to emergency for efficiency and timeliness
· List hazards arising from evacuation
· Identify areas for organisational and personnel improvements
· Document and verbally present results to appropriate persons (e.g. PCBU, Trainer/Assessor)
	☒

	Name of observer
	Matthew DuPayne

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

	Phone number of observer
	0401326370

	Email address of observer
	matthew@calty.com.au

	Signature of observer
	
	Date
	17/06/2019
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
	




PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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