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BSBWHS416 
Contribute to workplace incident response 

ASSESSMENT SUMMARY

The assessment activities for BSBWHS416 Contribute to workplace incident response cover all aspects of the unit of competency. For Apprentices/Trainees, this includes supervisor completion of the Apprentice/Trainee Record (ATR). 

Participants must read all the information given before starting any assessment task. The assessment tasks are intended to be fair, flexible, valid and reliable. If a Participant has any questions or requires alternative arrangements to be made such requests should be directed to their Trainer/Assessor, who should note such arrangements in the ‘Assessor Comments’ on the affected assessment. If a Participant feels they are not yet ready to be assessed, they should discuss their options with their Trainer/Assessor. 

To satisfactorily complete the assessment, the Participant is required to answer all questions correctly and demonstrate their skills to industry standards. If a Participant does not answer all questions or perform all tasks, they will be deemed ‘Not Satisfactory’ for the task and ‘Not Yet Competent’ for the unit of competency. 

The Trainer/Assessor can provide the Participant with additional information on interpreting the assessment outcomes and guide the Participant’s options. If a Participant is still deemed ‘Not Satisfactory’ they will have the opportunity to undertake a supplementary assessment or appeal the result as per the process in the Student Handbook. 

By signing below, the Participant acknowledges:
· They understand the assessment instructions and requirements, and consent to being assessed. 
· The work submitted is to be their own work – with the work of/with others needing to be clearly acknowledged and documented. 
· They consent to any photo/video recording of their work that occurs during assessment. 

	Participant name
	Elise Painter

	Participant signature
	


	Pre-requisite unit(s) to be achieved and authenticated prior to undertaking assessment

	 Not applicable 



	Task
	Date completed
	Assessment Results 

	Workbook
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Quiz
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Practical Assessment
	Select Date.
	 Satisfactory 
	 Not Satisfactory

	Outcome for BSBWHS416
	Select Date.
	 Competent
	 Not Yet Competent



	Evidence requirements checklist (ticked by assessor and evidence supplied to RTO)

	 Quiz
 Workbook
 Practical Assessment
	 Presentation materials including graphics (e.g. PowerPoint)
 Internal report forms for each incident (HO1 x2)
 Regulator report forms for each incident (HO2 x2)
 Email communications with advisors during workplace investigations



	Assessor name
	

	Assessor signature
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WORKBOOK


	Participant name
	Elise Painter




	FOR THE PARTICIPANT

	Instructions

	· You will complete written activities as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· The timeframe for these tasks will be established by your Assessor or Training Plan, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change.




	ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




NOTE

At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.

At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. For example, in Queensland refer to https://www.worksafe.qld.gov.au/

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
	Kent Construction

	Workgroup
	Electrical




	ACTIVITY 1  [bookmark: _Ref35349341]

	Identify two (2) parties (apart from yourself) who hold a duty within your workplace regarding response to, reporting and documentation of incidents. 
a) [bookmark: _Ref44076743]Identify relevant section of WHS legislation which imposes the obligation.
b) [bookmark: _Ref44076746]Explain what they are obliged to do under the legislation. 
c) [bookmark: _Ref44072896]Explain the method by which you, as a workgroup supervisor, would communicate the legislated requirements to the individuals and parties. 
d) [bookmark: _Ref44073306]Explain how you would assist with meeting the legislative requirements in your role as a workgroup supervisor.




	Name of Individual/Party 1

	The Employer (PCBU - Person Conducting a Business or Undertaking)

	Relevant section of WHS legislation

	WHS Act 2011, Section 19: Primary duty of care for PCBUs.

	Obligations

	The employer or PCBU must:

Ensure the health and safety of workers by providing a safe work environment, which includes the proper response to incidents, reporting them to the relevant authorities, and maintaining appropriate documentation.
Notify the regulator of any notifiable incidents, such as serious injuries, fatalities, or dangerous occurrences, within the required timeframes.

	Method for communicating requirements

	As a workgroup supervisor, I would communicate these requirements to the employer through:

Formal safety meetings where I outline legal obligations.
Written reports or emails, referencing specific sections of the WHS Act, to remind the employer of their duties.
Providing updates on incident reporting protocols, and ensuring management is aware of legislative requirements.

	Your role in meeting requirements

	I would assist by:

Ensuring all incidents are immediately reported to management, giving them detailed information about the event.
Coordinating with the employer to submit timely incident notifications to the regulator.
Maintaining a log of all reported incidents in case further documentation or investigation is required.




	Name of Individual/Party 2

	Workers

	Relevant section of WHS legislation

	WHS Act 2011, Section 28: Duties of workers.

	Obligations

	Workers are required to:

Take reasonable care for their own safety and the safety of others.
Follow procedures for incident reporting.
Immediately notify the supervisor or the designated safety officer of any incidents, hazards, or injuries in the workplace.

	Method for communicating requirements

	I would communicate this obligation to workers by:

Conducting toolbox talks to explain the importance of reporting incidents and the legal obligations they have.
Posting notices on workplace safety boards detailing reporting procedures and relevant sections of the WHS Act.
Distributing written safety guidelines that outline how workers should respond to and report incidents.

	Your role in meeting requirements

	I would assist by:

Providing clear instructions and training on the incident reporting procedure.
Being available to receive incident reports from workers and ensuring they are documented and forwarded to the appropriate personnel.
Leading by example by demonstrating prompt and proper reporting of any incidents that occur within the workgroup.




	Satisfactory Outcome
	
	





	ACTIVITY 2  [bookmark: _Ref35349352]

	Identify one (1) of each of the following within your chosen organisation which deals with notification, reporting and documentation of incidents:
· WHS policy
· WHS procedure
· WHS process
· WHS system

For each:
a) [bookmark: _Ref44076801]Summarise its requirements regarding notification, reporting and documentation of incidents
b) [bookmark: _Ref44072996]Explain how you assist with notifying, reporting and documenting incidents in line with these requirements



	Name of WHS policy

	HSE and Sustainability Policy

	Summary of requirements

	Kent’s WHS policy mandates that:

All incidents, including near misses, must be reported immediately to the designated safety officer or supervisor.
Serious incidents, such as injuries or dangerous occurrences, must be reported to the regulator within prescribed timeframes.
The policy also emphasizes proper documentation and review of all incidents to identify safety improvements.

	Your role with notifying, reporting and documenting incidents

	As an electrical workgroup supervisor:

I would ensure all workers are familiar with the WHS policy by conducting regular briefings and toolbox talks.
I would lead by example by immediately reporting any incidents and guiding workers through the documentation process.
I would ensure all incident reports are forwarded to the safety officer and management as required by the policy.



	Name of WHS procedure

	WHS incident reporting procedure

	Summary of requirements

	Kent’s WHS incident reporting procedure specifies that:

Workers must immediately notify their supervisor if an incident occurs.
The supervisor must fill out an incident report form within 24 hours and submit it to the safety officer.
For serious incidents, the procedure requires immediate phone notification to both the management and the WHS regulator, followed by written documentation.

	Your role with notifying, reporting and documenting incidents

	As a supervisor:

I would follow the step-by-step reporting procedure by completing and submitting the incident report forms within the required timeframe.
I would assist workers in completing the necessary forms and ensure the required details are accurate and complete.
I would coordinate with the safety officer to ensure the regulator is notified in case of serious incidents.



	Name of WHS process

	Kent’s WHS incident investigation process

	Summary of requirements

	Once an incident report is submitted, the safety officer launches an investigation to determine root causes.
The investigation must include a review of the incident report, interviews with involved parties, and an inspection of the incident site.
The final investigation report is documented and submitted to management with recommended corrective actions.

	Your role with notifying, reporting and documenting incidents

	I would provide the safety officer with all necessary information and context regarding the incident.
I would assist in coordinating interviews with workers involved in the incident and ensure they cooperate fully.
I would help implement any corrective actions or safety improvements that arise from the investigation findings.



	Name of WHS system

	HSSE Reporting Portal.

	Summary of requirements

	Is an online platform (power app in company sharepoint) that centralizes incident reporting, tracking, and documentation.
Requires supervisors to log all incidents, near misses, and hazards into the system for record-keeping and analysis.
Generates automated notifications for management and the safety team when an incident is reported, ensuring timely response and action.

	Your role with notifying, reporting and documenting incidents

	I would log all incidents and relevant documentation into the system as soon as they occur.
I would monitor the status of reported incidents within the system and ensure any follow-up actions are completed.
I would regularly review incident data in the system to identify trends or recurring issues that could be addressed through preventive measures.




	Satisfactory Outcome
	
	





	ACTIVITY 3  [bookmark: _Ref35349356]

	Identify one (1) of each of the following within your chosen organisation which deals with providing first aid:
· WHS policy
· WHS procedure

For each:
a) [bookmark: _Ref44074033]Summarise its requirements regarding providing first aid
b) [bookmark: _Ref44073156]Explain how you assist with meeting the requirements



	Name of WHS policy

	Kent First Aid Policy

	Summary of requirements

	Appropriate first aid facilities (such as kits and rooms) must be available at all work sites.
A sufficient number of trained first aid officers must be appointed and readily available at all times.
Regular inspections of first aid kits and equipment must be conducted, and supplies must be replenished as needed.
All workers must be aware of the location of first aid kits and trained personnel.
Records of all first aid incidents must be maintained for reporting and review.

	Your role in meeting requirements

	I would ensure that all workers in my team are aware of where the first aid kits are located and who the designated first aid officers are.
I would regularly check that first aid kits on-site are fully stocked and report any deficiencies.
I would participate in or coordinate first aid drills, ensuring that workers know how to respond in the event of an injury.
I would document any first aid provided to workers and ensure that records are submitted to the safety officer.



	Name of WHS procedure

	First Aid Procedure

	Summary of requirements

	In the event of an injury, the nearest trained first aid officer must be contacted immediately.
First aid treatment must be administered according to the severity of the injury, and if necessary, emergency services must be called.
The injured worker must be monitored, and any required follow-up actions must be taken (e.g., calling an ambulance or arranging transport to a medical facility).
An incident report must be completed after first aid has been administered, detailing the injury, the treatment provided, and any subsequent actions.
The first aid officer or supervisor must ensure the incident is reviewed to prevent future occurrences.

	Your role in meeting requirements

	I would ensure that first aid is administered promptly by contacting the designated first aid officer if an incident occurs.
If the first aid officer is unavailable, I would step in to provide basic first aid if I am trained, or ensure another qualified individual does so.
I would ensure that all first aid incidents are documented immediately after treatment, ensuring compliance with reporting requirements.
I would work with the safety officer and first aid officer to review the incident, identify any hazards that contributed to the injury, and implement measures to prevent a recurrence.




	Satisfactory Outcome
	
	


	ACTIVITY 4 [bookmark: _Ref44073950]

	Identify two (2) types of information and data that would be collected regarding actions and events leading up to (or occurring during or after) an incident. 

For each:
a) [bookmark: _Ref44073952]Identify the person you would collect the information and data from.
b) [bookmark: _Ref44073954]Explain the data-collection technique you would use to collect the information and data.
c) [bookmark: _Ref44073955]Explain why the collection of this information is necessary.
d) [bookmark: _Ref44073992]Explain what type of additional information and data you may access to supplement it and where you would obtain it from.



	Name of information/data type 1

	Incident Details and Eyewitness Accounts

	Collected from

	I would collect this data from workers who were directly involved in or witnessed the incident.

	How it is collected

	Interviews: I would conduct face-to-face interviews or written statements to get detailed accounts from the witnesses. During these interviews, I would ask open-ended questions to ensure comprehensive responses, such as “Can you describe what you saw before the incident occurred?” or “What actions were taken during the incident?”

	Necessity of collection

	Collecting eyewitness accounts helps establish the sequence of events and identify factors leading to the incident. These firsthand details provide crucial insights into potential hazards, human error, or procedural issues that may have contributed to the incident.

	Additional information

	CCTV footage: If available, I would access any nearby cameras to cross-check the eyewitness accounts and provide visual evidence of the incident.
Incident reports: Previous incident reports from the same work site or similar tasks could help identify patterns in incidents and hazards.
Location: I would obtain CCTV footage or access past incident reports from the company’s safety officer or facilities management.




	Name of information/data type 2

	Equipment or Machinery Involved

	Collected from

	I would collect this data from the worker(s) operating or interacting with the equipment during the incident, as well as from the maintenance personnel responsible for the upkeep of the machinery.

	How it is collected

	Inspection and Documentation Review: I would conduct a physical inspection of the equipment involved to check for any obvious defects, damage, or improper usage. Additionally, I would review the maintenance logs and equipment manuals to determine whether it was functioning correctly before the incident.

	Necessity of collection

	Understanding the condition and usage of the equipment helps determine if mechanical failure, improper use, or a lack of maintenance contributed to the incident. This information is necessary to prevent future occurrences by ensuring proper equipment handling and upkeep.

	Additional information

	Maintenance records: These logs would show whether the equipment was regularly serviced and if any issues were flagged before the incident.
Manufacturer’s manual: This could be referenced to confirm proper usage and to check if the equipment was being used within its specified limits.
Location: Maintenance records would be obtained from the site’s maintenance team or asset management system, and the manufacturer’s manual would be accessed through the equipment supplier or company archives.




	Satisfactory Outcome
	
	





	ACTIVITY 5 [bookmark: _Ref44074133]

	In your role as workgroup supervisor, explain your role in incident investigations:
a) [bookmark: _Ref44077154]Explain how you assist investigators and provide relevant information during investigations.
b) Identify and explain techniques that you would use in workplace investigations (e.g. interviews, simulations, timelines of actions/events). Justify why they are appropriate techniques.
c) [bookmark: _Ref44075442]Explain why you would review reports on incidents, injuries and illnesses.
d) [bookmark: _Ref44075444]Identify responsible persons and relevant authorities you may contact and why you would contact them. 
e) [bookmark: _Ref44074140]Identify appropriate communication mechanisms that could be used to notify stakeholders of an incident, and external authorities in the aftermath of an incident.



	
	Explanation

	a)
	Providing first-hand accounts: Since you are directly responsible for overseeing the electrical workgroup, you are often one of the first individuals on-site after an incident. You can provide immediate details regarding the incident and contextual information about work conditions, team actions, and safety protocols.
Collecting witness statements: You would assist in gathering and documenting accounts from workers who witnessed the incident, ensuring that investigators receive accurate and comprehensive information.
Submitting documentation: You would supply relevant documentation such as maintenance records, inspection logs, or training records for equipment or personnel involved in the incident.
Identifying risks and hazards: You would help investigators identify potential hazards that contributed to the incident by pointing out environmental, procedural, or human factors that may have played a role.

	b)
	Interviews

Justification: Interviews with workers, witnesses, and involved parties help capture details of the incident from multiple perspectives. They are an essential technique because they provide qualitative data, clarify the sequence of events, and identify potential human errors or safety gaps.
Approach: Ask open-ended questions to encourage detailed responses (e.g., “What actions were taken right before the incident?”).
Timelines of Actions/Events

Justification: Developing a timeline of actions leading up to the incident helps map out the sequence of events and pinpoint where things went wrong. It is an appropriate technique because it offers a clear visual representation of events, assisting in identifying root causes.
Approach: Document key times (e.g., when the task began, when safety checks were completed, when the incident occurred) to reconstruct the flow of events.
Simulations

Justification: Recreating the incident (where safe and feasible) through simulations can help investigators understand the physical dynamics involved, such as how machinery was operated or how the incident occurred. This method is valuable when the exact cause is unclear, and it allows for experimentation with different scenarios.
Approach: Ensure that simulations are controlled and adhere to safety standards while involving the same tools, equipment, or conditions under which the incident happened.

	c)
	Identifying trends and hazards: Reviewing reports allows you to spot recurring patterns or risks, such as certain tasks or equipment consistently leading to injuries. This helps in proactively managing hazards and implementing preventive measures.
Learning from incidents: Incident reports highlight both the causes of incidents and any gaps in existing safety protocols. By reviewing them, you can improve work practices, reinforce safety procedures, and reduce the likelihood of future incidents.
Compliance and accountability: Reviewing these reports ensures that the electrical workgroup complies with WHS regulations and that all incidents are thoroughly documented and addressed.

	d)
	Internal Contacts

Safety Officer or WHS Manager: You would contact the company’s WHS officer to ensure they are informed of the incident and can take the lead in coordinating the investigation and notifying regulatory bodies.
Site Manager: The site manager oversees the entire project, and informing them ensures the situation is managed at the highest level, particularly in terms of site-wide safety measures.
Human Resources (HR): HR is responsible for recording injuries or illnesses in compliance with company policies and legal obligations and ensuring workers receive any necessary support, such as time off or medical attention.
External Authorities

Workplace Health and Safety Regulator: For serious incidents (e.g., fatalities, serious injuries), you are legally required to notify your local WHS regulator (such as SafeWork NSW, WorkSafe Victoria) within a specified timeframe. This ensures legal compliance and that investigations by external authorities are conducted.
Emergency Services: If the incident involves severe injury or life-threatening situations, immediate contact with emergency services (e.g., ambulance, fire brigade) is necessary.

	e)
	Incident Report Forms

Internal Use: These detailed written reports would be submitted to management, HR, and the safety officer, containing all key details of the incident (who, what, when, where, how).
Phone Calls

External Authorities: In the case of a serious incident, regulators (such as WorkSafe or SafeWork) must be notified by phone immediately. This ensures prompt response and guidance on the next steps.
Emails and Memos

Internal Communication: Email or memo can be used to notify key personnel (e.g., site manager, HR) of the incident, providing a summary and initial incident details.
Stakeholder Notification: You could send emails to clients, subcontractors, or other relevant parties to inform them of the incident and any impact it may have on site operations.
Team Meetings or Toolbox Talks

Workgroup Notification: To notify the team of the incident and reinforce safety protocols, you could organize a toolbox talk or briefing. This allows you to directly address any concerns and emphasize prevention.



[bookmark: _Hlk43983814]
	Satisfactory Outcome
	
	





	ACTIVITY 6 [bookmark: _Ref44072623]

	Identify two (2) hazards that may occur in your workplace. For each hazard:
a) [bookmark: _Ref44072628]Identify and justify possible recommended measures and actions that may arise from an investigation in order to resolve the hazard.
· Consider required changes to policies, procedures, processes and systems
· Identify regulations, codes of practice, standards and guidance material you used as the basis for the recommendation.
b) [bookmark: _Ref44075689]Explain how you, as a workgroup supervisor, would obtain approval according to policies and procedures.
c) [bookmark: _Ref44076012]List methods that you would use to assist with communicating and implementing the measures and actions.



	Name and describe Hazard 1

	Electrical Shock or Electrocution
Electrical shock or electrocution can occur due to faulty wiring, improper use of equipment, or exposed live electrical components.

	Measures and actions to resolve hazard

	Recommended Measures:

Implement a Lockout/Tagout (LOTO) procedure to ensure that electrical systems are fully de-energized before any maintenance or repair work is conducted.
Install insulated barriers or guards to protect against accidental contact with live parts.
Conduct regular inspection and testing of electrical equipment to identify potential defects.
Provide comprehensive training for workers on safe electrical practices and the use of personal protective equipment (PPE) such as rubber gloves and insulating mats.
Justification: These measures would mitigate the risk of electrical shock by ensuring that workers are properly trained and protected, equipment is safe to use, and hazardous energy is controlled.


	Obtaining approval

	I would follow the company's risk management policy to submit a formal risk assessment to the safety officer or WHS manager, detailing the identified hazard and proposed control measures.
I would attend a safety committee meeting to present the findings from the investigation and the recommended LOTO procedure.
Obtain written approval or sign-off from the site manager or WHS manager before implementing new procedures or purchasing additional PPE or safety barriers.

	Assisting with implementation

	Toolbox talks: Conduct regular toolbox talks to explain the new LOTO procedure and train workers on how to follow it properly.
Safety bulletins: Distribute printed or emailed safety bulletins detailing the updated electrical safety policies and the importance of PPE and inspections.
On-site demonstrations: Organize hands-on demonstrations of the new safety measures, showing workers how to properly de-energize systems and lock them out.
Signage: Post clear signage near electrical panels and high-risk areas, reminding workers to follow the new procedures.




	Name and describe Hazard 2

	Falls from Heights
Working on scaffolding, ladders, or elevated platforms poses a risk of falls, which can lead to serious injury or death.

	Measures and actions to resolve hazard

	Recommended Measures:

Ensure that all workers use fall protection equipment such as harnesses, lanyards, and guardrails when working at heights above 2 meters.
Conduct regular scaffolding inspections to ensure it is assembled correctly and safely.
Introduce a "Working at Heights" permit system, where any task requiring work at heights must have a permit issued after a risk assessment.
Provide additional training on fall prevention, including proper use of ladders, scaffolds, and safety harnesses.
Justification: Falls are one of the leading causes of workplace injuries, especially in construction. The introduction of fall protection systems, regular inspections, and training will significantly reduce the risk of falls.

Changes to Policies, Procedures, Processes, and Systems:

Update the Work at Heights procedure to mandate the use of fall protection for all elevated work.
Revise the incident reporting system to include inspections of scaffolding before and after work.
Implement a permit-to-work process specifically for working at heights.
Regulations and Standards Used:

Work Health and Safety Regulations 2011 (Part 4.4—Falls).
Code of Practice: Managing the Risk of Falls at Workplaces (Safe Work Australia).
AS/NZS 1891—Industrial Fall-arrest Systems and Devices.

	Obtaining approval

	Submit a formal risk assessment and Safe Work Method Statement (SWMS) to the WHS manager, outlining the specific risks of working at heights and the control measures proposed.
Present the findings and proposed actions at the next safety committee meeting to get the necessary input and approval from key stakeholders.
Secure budget approval for the procurement of additional fall protection equipment by presenting a cost-benefit analysis to management.

	Assisting with implementation

	Training sessions: Organize formal training sessions on the use of fall-arrest systems and how to perform scaffold inspections.
Safety signs: Place clear signage on scaffolding and elevated work areas that reminds workers to use fall protection equipment.
Toolbox talks: Regularly conduct toolbox talks focusing on fall prevention, safe work practices, and proper use of ladders and platforms.
Permit system: Implement a visual permit system on-site to ensure that workers and supervisors can easily see who is authorized to work at heights.




	Satisfactory Outcome
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Quiz


	Participant name
	Elise Painter




	FOR THE PARTICIPANT

	Instructions

	· You will complete written questions as outlined on the following pages. You must attempt all questions and provide enough detail in your responses to demonstrate your knowledge.
· It is anticipated that you should complete this assessment within one (1) hour, but additional time may be allowed upon negotiation with the Assessor.
· You must complete all questions unassisted by the Assessor or other personnel but may refer to reference material as needed. All questions must be answered correctly for a ‘Satisfactory’ assessment outcome to be awarded. 
· An oral examination may be allowed under certain circumstances, whereby your answers will be documented by another party. 
· Any written questions that are incomplete, or not answered satisfactorily will need to be completed again after further training support.
· If you answer a question incorrectly but modify your response, put your initials next to the written change (or the Assessor must initial a verbal change).

	Resources required

	Pen




	FOR THE ASSESSOR

	Instructions

	· Where oral examination has occurred, ensure that this is acknowledged in writing (e.g. FT001 and Assessor Comments)
· All questions must be satisfactorily demonstrated by the Participant for a Satisfactory determination (indicated by an Assessor tick to the right of the question).
· Assessors are to complete marking in pen of a different colour to the Participant.
· If the Participant verbally modifies their response, write in the modified response verbatim and put your initials next to the written change. 


[bookmark: _Ref396827952]

	[bookmark: _Hlk82780839]ASSESSOR COMMENTS

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	




Q1.  [bookmark: _Ref37244576]True or False (Tick your response): Legislation requires that in some circumstances, it is mandatory to notify the regulator about an incident, as well as preserve the incident site.

	Answer
		True 
	
	

	
		False 
	
	




Q2.  [bookmark: _Ref44315665]True or False (Tick your response): Workplace procedures should involve management at various stages of incident response – from immediate notification of incident occurrence to approval of recommended changes as a result of incidents occurring.

	Answer
		True 
	
	

	
		False 
	
	




Q3.  [bookmark: _Ref44316684]True or False (Tick your response): Records should only be kept for notifiable incidents.

	Answer
		True 
	
	

	
		False 
	
	




Q4.  [bookmark: _Ref44316254]Which of the following may be considered as ‘initial assistance’?
Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Calling emergency services
	

	
		Evacuation
	

	
		Fire extinguishing
	

	
		Meeting with investigators
	

	
		Providing first aid
	





Q5.  [bookmark: _Ref35417543]What might you consider when choosing between different risk controls? Tick all that apply.

	Answer
	Choice
	Possible Answers
	

	
		Cost
	

	
		Fit for organisational culture
	

	
		Effect on workflow of organisation
	

	
		View of workers
	

	
		Guidance from Codes of Practice, Standards and WHS regulator
	




Q6.  [bookmark: _Ref44317064]True or False (Tick your response): Implemented recommendations to workplace policies, procedures, processes, and systems should be reviewed for effectiveness after implementation.

	Answer
		True 
	
	

	
		False 
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PRACTICAL ASSESSMENT


	Participant name
	Elise Painter




	FOR THE PARTICIPANT

	Instructions

	· The tasks outlined on the following pages will require performance of normal workplace activities, as a result of a structured activity set by an Observer in the workplace or a simulated activity set by your Assessor/Observer. 
· The timeframe for these tasks will be established by your Assessor/Observer, in consideration of location conditions and industry requirements.
· You must complete all tasks unassisted by the Assessor or other personnel, unless the steps note this assistance. 
· You must attempt all tasks (and itemised steps) for a ‘Satisfactory’ assessment outcome to be awarded.
· For any observation conducted that is incomplete, or without satisfactory performance, the observation will need to be completed again after further training support.




	FOR THE ASSESSOR/OBSERVER

	Instructions

	· The following observation record should be used to judge and record your observations of the Participant as they complete the task(s) set. You must record your observations of the Participant’s performance. 
· For each occasion, indicate the task performed and whether it was a simulation or workplace-based task. 
· Any simulated assessment must ensure the Participant still performs under workplace conditions which reflect industry standards.
· In the comments, provide clear detail regarding the task that the Participant was required to do (e.g. PPE used, materials handled, attachments connected, plant types).
· All steps must be satisfactorily demonstrated by the Participant for a ‘Satisfactory’ determination (indicated by an Assessor tick to the right of each itemised step, or an Observer tick to the right of each itemised step, and confirmation by an Assessor in the Assessor Comments).
· Where you have determined that one or more task steps have not been satisfactorily demonstrated, provide the Participant with additional support and outline details of such assistance in the Assessor/Observer Comments. Allow the Participant two (2) further opportunities to demonstrate the task again to allow an opportunity for a ‘Satisfactory’ assessment outcome to be achieved. 
· If after three (3) attempts the Assessor determines that the Participant cannot demonstrate the required steps, a ‘Not Satisfactory’ outcome is to be determined.





	TASK OUTCOME

	Task
	Date
	Task Type (Tick)
	Location
	Task outcome (Tick)

	
	
	
	
	Satisfactory
	Not Satisfactory

	Task 1
	Select Date.
	 Workplace
 Simulation
	
	
	



	ASSESSOR COMMENTS: GENERAL

	As necessary, outline:
· Details on reattempts, alternative arrangements or reasonable adjustments made.
· Where a Participant is deemed ‘Not Satisfactory’, provide recommendations for future training.

	



	ASSESSOR COMMENTS: PRACTICAL TASK 1

	 Individual student (as named on cover page)
 Multiple students [ All from Attendance Report,  Specific students involved – identify students]

	Task
	Provide detail 

	1.1A. 
	Specify type of business presentation is targeting: 


	1.2A. 
	Specify duty holders identified:


	1.4A. 
	Specify recommendations provided:



BSBWHS416
Contribute to workplace incident response

	Practical Task 1

	Description of task:
The participant is to develop and deliver a short presentation (e.g. PowerPoint presentation slides with accompanying face-to-face delivery or real-time video, in a simulated environment arranged with your Assessor) aimed at workers which outlines the legal and workplace requirements for incident response. As part of the presentation, the participant must reflect on two (2) incidents which they have responded to – including response, collecting incident information, assisting with investigations, then developing and implementing recommended measures. These incidents may be case studies (examples provided) or actual workplace events.

The participant is to submit the following evidence with this Practical Assessment sheet:
· Presentation materials including graphics (e.g. PowerPoint)
· Internal report forms for each incident
· Regulator report forms for each incident
· Email communications with advisors during workplace investigations

Tasks are at the Assessor’s Discretion, but detail of tasks undertaken must be recorded in the Assessor’s Comments (on the back of the Practical Assessment cover page).

	Resources required:
Case studies (if required), computer, workplace documentation (policies, procedures, processes), Organisation incident report form (HO1 x2), Regulator incident report form (HO2 x2), standard operating procedures.



	When completing the task, did the Participant:
	Tick if satisfactorily completed. 
Provide comments if left unticked.

	1 Presentation for workers

	[bookmark: _Ref36106065][bookmark: _Ref44065554]Develop a presentation which illustrates to workers the requirements for incident response, reflecting on two (2) incidents.
	
	[bookmark: _Ref44065556]Deliver presentation (in person/via live stream video) and listen to worker(s), confirming understanding and responding appropriately to any questions.
	
	2 Preparation and initial response

	[bookmark: _Ref44065540]Identify duty holders and WHS legislative requirements for incident response.
	
	[bookmark: _Ref44065544][bookmark: _Ref387224637]Identify workplace policies, procedures and processes for incident response planning and reporting.
	
	[bookmark: _Ref44065572]Identify communication mechanisms to notify manager of incidents.
	
	[bookmark: _Ref44065600]Outline initial response provided to those involved in each incident, as per policies and procedures (e.g. reporting to emergency services).
	
	[bookmark: _Ref44065605]Document each incident according to legislative and workplace policies, procedures and processes – using internal and regulator incident report forms, explaining the reporting process.
	
	3 Collecting WHS information and investigating incidents

	[bookmark: _Ref44065814]Obtain information and data from those involved about actions and events leading up to, during and after incidents, using appropriate data collection techniques.
	
	[bookmark: _Ref44065820]Identify and explain additional information and data accessed in relation to incident (e.g. Standard Operating Procedures).
	
	[bookmark: _Ref44065937]Demonstrate analysis techniques to interpret causes of incidents, reviewing incident reports.
	
	[bookmark: _Ref44066018]Provide evidence of communication with advisors consulted during workplace investigations (e.g. emails).
	
	4 Developing and implementing recommended measures

	[bookmark: _Ref44066057]Develop recommendations in response to incident investigation, considering time and resource constraints, and sought necessary approval.
	
	[bookmark: _Ref44066082]Outline how recommended measures and actions are to be implemented to policies, procedures, processes and systems in order to meet legislative requirements.
	



OPTIONAL CASE STUDIES

CASE STUDY 1
Source: https://ehsdailyadvisor.blr.com/2011/11/case-studies-train-employees-to-look-for-accident-causes-and-prevention/

An employee was moving boxes onto a pallet. The boxes weighed 50kg each. The boxes were long and skinny: 150cm by 30cm by 30cm.

The employee, trained in proper lifting techniques, stood a box upright on its end in order to lift it. He then rotated the box on its bottom edges in order to move it closer to the pallet.

The box began to fall over as the employee moved it closer to the pallet. The employee attempted to restrain the box and prevent it from falling over. As a result of this move, he suffered a serious back injury. 


CASE STUDY 2
Source: http://elcosh.org/document/1637/d000545/fall-protection-case-studies.html

A 40-year-old labourer/helper died when he fell through an opening in a warehouse roof. He fell approximately 8m to the floor below.

The employer was demolishing the roof of the warehouse portion of a commercial building. Work was done at night because the coal tar on the roof would release hazardous gases if disturbed in the heat of the day. The site had adequate halogen lighting. None of the workers on the job were using fall protection.

After the roofing material was removed, 1.5m x 2.5m sheets of plywood were exposed. Any damaged sheets needed to be replaced. The helper’s job was to follow the workers who were replacing the plywood, and to pick up the damaged sheets of plywood they had removed. He disposed of them in a chute.

On this evening, one worker had removed a sheet of damaged plywood, but had run out of nails to attach the replacement plywood. He walked away to get more nails. The opening where the damaged plywood had been left unguarded. The crew was not informed that it was temporarily unguarded. The opening was covered by silver-coloured insulation inside the roof.

The helper came along, picked up the sheet of damaged plywood, and headed for the chute. He stepped into the opening, ripped through the insulation, and fell. 
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