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ASSESSMENT FOR BSBWHS406

	Student name
	Amelia Fernandez de Viana

	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).



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

	Name of workplace
	Queens Wharf Project 

	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

	Workers 

	Relevant section of WHS legislation

	28 Duties of workers – Work Health and Safety Act 2011

	Obligations

	Legislation requires workers to take reasonable care for their own health and safety, take reasonable care of their own actions to not affect health and safety of others, comply with any reasonable instruction given by the PCBU and Co-operate with any reasonable policy or procedure of the PCBU relating to health and safety. This would include following incident notifying, reporting and documenting. 

	Method for communicating requirements

	The work group supervisor should be involved in ensuring that the workers understand their requirements and that the PCBU need to be notify of incident as they hold primary duty of care. This communication should be carried out through different methods allow for different abilities and understanding amongst workers. It would be best to mention this information in inductions, tool boxes and via written and printed posters or emails. 

	Your role in meeting requirements

	The work group supervisor is responsible for guaranteeing the workers follow the policies and procedures outlined by the PCBU through monitoring and reviewing their work and promoting best practice.




	Name of Individual/Party 2

	PCBU

	Relevant section of WHS legislation

	Work Health and Safety 2011 states;

Section 19: Primary duty of care

 Section 38: Duty to notify of notifiable incidents

Section 39: Duty to preserve incident sites

Section 35: What is a notifiable incident


	Obligations

	Legislation states that Primary duty of care which calls on a PCBU to ensure, so far as is reasonably practicable the health and safety of workers engaged and workers whose activities are influenced or directed by PCBU. This would include notification, reporting and documentation of incidents. 
The PCBU are obligated to notify of notifiable incidents. Notifiable incidents are death of a person, serious injury or illness of a person or a dangerous incident. 

	Method for communicating requirements

	As a workgroup supervisor you may advise the PCBU of their legal requirements and duties through mentioning the specific work which is performed within the group such as the different incidents could occur. This would be because the PCBU may not understand the complexities of the work involved in each workgroup.  

	Your role in meeting requirements

	The workgroup supervisor role to help the PCBU in meeting requirements is to ensure all incidents are recorded and shared with the PCBU. The supervisor should also ensure workers follow policy and procedures set by the PCBU.  




	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

	Health Safety Environmental Management System Manual

	Summary of requirements

	Section 5.3 Non-conformance & corrective/Preventative Action
5.3.1 Incidents at the workplace:
The incident or injury must be assigned an actual severity level and a potential consequence classification using the Incident Classification, Notification and Reporting matrix, which then identifies who and when to notify. Notifiable incident reporting and notifications are dependent on jurisdictional regulatory requirements and is to be conducted by the Site Manager in consultation with the BU HSE Manager. Stakeholder impacts and associated incident notifications are to be conducted by the BU Construction Manager/Director when applicable.


	Your role with notifying, reporting and documenting incidents

	The work group supervisor can ensure that workers are aware of the policy and assist in informing the Site Manager or HSE Manager of incidents.




	Name of WHS procedure

	Incident & Injury Investigation & Reporting

	Summary of requirements

	4.0 Incident/Injury Management
To determine who and when to notify, use the classification, notification and reporting matrix to classify the incident/injury and then notify the relevant personnel internally. Notifications to external parties as per the following;
* Notifiable incident reporting and notifications are dependent on jurisdictional regulatory requirements and are to be conducted by the Site Manager in consultation with the BU HSE Manager. Incidents are to be reported to FSC when required following consultation with the Group HSE Manager.
* Stakeholder impacts and associated incident notifications are to be conducted by the BU Construction Manager/Director when applicable.
Each incident/injury must be assigned an Actual Severity level and a Potential Consequence classificatio

	Your role with notifying, reporting and documenting incidents

	A workgroup supervisor can notify others dependent on jurisdictional regulatory requirements




	Name of WHS process

	Health Safety Environmental Management System Manual

	Summary of requirements

	Section 5.3 Non-conformance & corrective/Preventative Action
5.3.1 Incidents at the workplace:
The incident or injury must be assigned an actual severity level and a potential consequence classification using the Incident Classification, Notification and Reporting matrix, which then identifies who and when to notify. Notifiable incident reporting and notifications are dependent on jurisdictional regulatory requirements and is to be conducted by the Site Manager in consultation with the BU HSE Manager. Stakeholder impacts and associated incident notifications are to be conducted by the BU Construction Manager/Director when applicable.

	Your role with notifying, reporting and documenting incidents

	The work group supervisor can ensure that workers are aware of the policy and assist in informing the Site Manager or HSE Manager of incidents.




	Name of WHS system

	Incident & Injury Investigation & Reporting

	Summary of requirements

	6.0 INVESTIGATION & REPORTING
The Incident and Injury Investigation Report is one report but divided into three parts. Part A, B and C.
6.1 Part A – Preliminary Incident Report
The preliminary report must be completed by a competent person and submitted within 24 hours, prior to works recommencing onsite.
The Project Director or Manager and Site Manager must sign off the report prior to submitting Part A.
6.2 Part B – Investigation Report
The investigation report must be completed by a competent person within 14 working days and the Project Director or Manager and Site Manager must sign off the report prior to submitting Part B. 
6.3 Part C – Head Office Review
This review requires the Construction Director or Manager and HSE Manager to review the details in Part A and B.
The review will cover the following items;
* If a HSE Alert is to be issued
* if the incident requires a further review with the SLT and/or Sub-contractor (where required)
* And/or a presentation to the Significant Incident Review Panel


	Your role with notifying, reporting and documenting incidents

	A workgroup supervisor can provide information for the initial report and assist with the investigation report.




	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

	Workplace Emergency Management Plan

	Summary of requirements

	Section 6.0 Emergency Response Procedures
In the event of a medical emergency, the following should occur:
– First Aid Attendant to be notified of the location of injured person(s) and suspected injuries / potential cause
– First Aid Attendant to attend to the injured worker(s) and determine the need for additional emergency services

	Your role in meeting requirements

	The workgroup supervisor can assist in contacting the First Aid Attendant and providing information.




	Name of WHS process

	Workplace Induction Details

	Summary of requirements

	Section 5 Emergencies
5.1 Immediately inform Probuild management in the case of a work related incident, near miss, and emergency or if a hazard is identified.
5.2 Firefighting equipment is located (INSERT LOCATION) If not trained in its use, do not attempt to use, raise alarm.
5.3 For first aid assistance, contact Probuild Emergency Wardens (INSERT DETAILS)
5.4 Evacuation from office area and works area. Refer to process and plans.
5.5 Wardens will give you instructions. (INSERT DETAILS OF SITE SPECIFIC REQUIREMENTS)
5.6 Assembly area – (INSERT LOCATION)


	Your role in meeting requirements

	The workgroup supervisor can assist by following the process above by calling the Emergency Warden.




	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

	-Who was involved
- Where the incident occurred
- What happened
- When did the incident happen
- Equipment or Plant involved
- What has already been done 
- Details of witnesses 
- Why did this happen
- How did this happen

	Collected from

	The worker involved in the incident, bystanders, first responder/first aid wadren

	How it is collected

	This information can be collected via verbal communications or otherwise while still in the scene of incident. 
First Aid warden or First Responder will have a report completed which can be used for more information or contact details.

	Necessity of collection

	It is important to collect this information as soon as possible to allow for the investigation report and process to be completed. It will also help provide the details to any other parties that need to be notified, such as Work Health and Safety Queensland. 

	Additional information

	It is important that this information is collected in a timely matter to ensure that the information is clear and accurate from the worker involved and others.




	Name of information/data type 2

	Collection and records of “near misses” or incidents in similar circumstances

	Collected from

	Legislation states that the PCBU are obliged to keep records of incidents.

	How it is collected

	This kind of information can be collected from the workplace. Items such as incident investigation reports, maintenance records, risk assessments, risk control measures and training records.

	Necessity of collection

	The collection and analysis of this information will help identify if the current risk control measure in place are working and being followed. This will show if there is a tendency in the type of incident.

	Additional information

	It could also be helpful to use statistics or a study on certain type of incidents. 




	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)
	The workgroup supervisor can assist the investigators by providing relevant information on the incident and help communicating with people and authorities involved if required.

	b)
	Interview – Question and Answer scenario to complete information and data after the incident has occurred
Simulations – The incident is re-enacted and the process and outcomes are clarified and explained to allow for an understanding
Timelines of actions/events – The events or processes which happened prior, during and after the incident are ordered in the sequence which they occurred.
Other techniques which could be used is by using an external investigator, collecting evidence and conducting observations.  

	c)
	Conducting a review of Incident & Injury Reports will help identify if this incident is a abnormally or if there is a trend within the reports. If there is a pattern, this could indicate that the PCBU needs to take action to stop the reoccurrence.  

	d)
	Emergency Services – Could help in explanation of situations and practices
Insurance – Policy and Claims
Inspectors – To certify or investigate 
Legal Advisors – Could provide information on legislation on requirements of the PCBU, Worker and other parties
Medical Practitioners – Explanation of injuries/illness, confirm outcomes of persons involved in the incident.
PCBU – Main duty holder of site, will have records 




	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

	During excavation works a person could fall in.

	Measures and actions to resolve hazard

	Fall prevention controls – Edge protection or fall arrest, Signage warning of deep excavation.
Safe Work Method Statements (SWMS) – Required for high risk construction work including work that involves a risk of a person falling 2 meters or more
These control methods fall under the third (Isolate) and fifth (Administrative Control) tier on the hierarchy of control. As there may not be a way to eliminate or substitute the excavation the idea of isolating people from the hazard and administrative controls can help.   

	Communication of recommendations

	If recommendations from an investigation were Isolation and Administrative Controls the workgroup supervisor would need to communicate to the workers about these changes. This could be done through a multiple methods to ensure that the message is clear for all workers. Team meetings, posters, tool boxes and emails could be used to ensure the workers are aware and have an opportunity to raise any questions or comments. 

	Possible inadequacies of risk controls

	While Isolation and Administrative controls are not the lowest in the hierarchy the hazard of excavation still exist. This means that workers and supervisor need to ensure that the isolation procedure are correctly set up and that the administrative process are followed. 

	Effect of culture on implementing measures and actions

	Sometimes change can be hard on workers when they are used to a certain way of working. This could create a culture in the work force that change is bad and the new methods and actions would not be followed. 

	Assisting with implementation

	The work group supervisor could provide daily reminders and lead by example with these changes. Task observation and monitoring of the new methods could help assist with ensuring the controls are working and followed. It can help to provide motivation and understanding of control measure importance with a reward for following the system as well as potential consequences against those who do not follow (such as re-induction).




	Name and describe Hazard 2

	Mobile Plant imposed a hazard of the plant colliding or coming into contact with any person or thing

	Measures and actions to resolve hazard

	Control Measures that could be implemented are Safe Work Method Statements (SWMS), Warning devices to help warn plant and people of the proximity, Signage, emergency stop control, exclusion zone and separation of people and plant.
These control measure fall into the categories Isolation (Third), Engineering Controls (fourth), Administrative Controls (fifth) and PPE (sixth). It would be best to implement the Exclusion Zones (Isolation) and emergency stop control (Engineered controls) first as they are they are higher stages and can provide better protection compared to the use of the Administrative Controls and PPE, however, are still welcomed to be applied.  

	Communication of recommendations

	This recommendation could communicated through team meetings, tool boxes and inductions. Reminders and emails could be sent out and put up to ensure the message is reinforced. It would be encourage for the workgroup supervisor to use different methods such as interpersonal, nonverbal, written and oral communication to provide an equal opportunity for all workers background and ability to understand and ask questions about the recommendations.

	Possible inadequacies of risk controls

	The possible control methods could be inadequate as the risk is not eliminated or substituted. This means, even with controls in places the hazard and risk can still occur. 

	Effect of culture on implementing measures and actions

	There is a few control measure that could be implemented. If they are all implement all at once and not explained thoroughly workers could choose to not engage with the changes and see them as a nuisance. 

	Assisting with implementation

	[bookmark: _GoBack]The workgroup supervisor could assist the implementation by demonstrating best practice and following the recommendations, encouraging and reminding workers of the changes. It would be important to hold a discussion with the workers to ensure they understand the relevant and importance of these recommendations.  




	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
	





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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