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ASSESSMENT FOR BSBWHS406

	Student name
	Lee miller

	Date of assessment submission
	15/02/2017


	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
	RCQ

	Workgroup
	GLOBAL  HR



	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

	As a supervisor I have many responsibilities such as answering to company management and I’m also responsible for the production and activities of my staff members.

	Relevant section of WHS legislation

	In the workplace health and safety act section 27 (5)(b) it  aims  to gain an understanding of the nature of the operations
of the business or undertaking of the person conducting
the business or undertaking and generally of the hazards
and risks associated with those operations

	Obligations

	Exercising due diligence as an officer means that officers must take reasonable steps to:

continuously learn about and keep up to date with work health and safety matters
have an understanding of the nature of the work the organisation does and stay aware of the risks workers and volunteers may face when working for the organisation
ensure and verify that the organisation has available for use, and uses, appropriate resources and processes to eliminate or minimise risks to health and safety
ensure and verify the organisation has processes in place for communicating and considering information regarding work health and safety and responding to that information, and
ensure and verify the organisation has, and implements, processes for complying with any duties and requirements under work health and safety (WHS) law

	Method for communicating requirements

	I would communicate through, emails, toolbox meeting, pre starts , swms, sing on and off sheets, and consultation with the workers. 

	Your role in meeting requirements

	by ensuring   all the workers have all the relevant information  and understand safe workplace procedures. 




	Name of Individual/Party 2

	worker

	Relevant section of WHS legislation

	In the workplace health and safety act 2011 (qld) section 28

	Obligations

	Duties of the worker  include  taking reasonable care of their own health and safety, comply  so far as reasonably practicable  with an instructions given by the person conducting the business, to fully co-operate with any reasonable policies or procedures  of the PCBU. 

	Method for communicating requirements

	I would communicate through, emails, toolbox meeting, pre starts , swms, sing on and off sheets, and consultation with the workers.

	Your role in meeting requirements

	by ensuring   all the workers have all the relevant information  and understand safe workplace procedures.




	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

	Baxter Building Co (AUST) Pty Ltd trading as Baxter Homes is a design, and construction management company specialising in residential and commercial projects.

We recognise that our activities have the potential to interact with the environment and aim to minimise these interactions by integrating environmental considerations across all aspects of our business.

We also recognise the requirement to comply with all applicable laws and regulations governing protection of the environment.

	Summary of requirements

	Keeping, workers and/or visitors safe and out of harm’s way. 

	Your role with notifying, reporting and documenting incidents

	Its my role to document  all incidents and make sure they comply with legislation safety act 2011 (QLD)  




	Name of WHS procedure

	Cstc emergency first aiding 0011

	Summary of requirements

	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 the 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 – refer to Appendix D
„ what to do when a worker or other person is too injured or ill to stay at work, for
example 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.

	Your role with notifying, reporting and documenting incidents

	Its my role to document  all incidents and make all necessary measures to make sure  the person or persons gets all the  assistance in an orderly fashion. 




	Name of WHS process

	Cstc emergency first aiding 0011

	Summary of requirements

	Identify the maximum number of workers at the workplace at any one time.
Consider the nature of the work being carried out at the workplace and determine if your
workers are at a high risk of being exposed to hazards that could require immediate first aid
treatment.
Determine if the workplace is remote or if access to emergency services is difficult. High risk
workplaces that do not have timely access to medical and ambulance services should have
at least one first aider for every 10 workers.
Consider the variety of ways that your workers carry out work

	Your role with notifying, reporting and documenting incidents

	Its my role to document  all incidents and make all necessary measures to make sure  the person or persons gets all the  assistance in an orderly fashion.




	Name of WHS system

	Cstc emergency first aiding 0011

	Summary of requirements

	A Work Health and Safety Management System can be described as the systematic methodology used to address occupational health and safety in an organisation. With the system components in place, the various specific work health and safety issues can be addressed within this framework. Goals and objectives will be needed to achieve the implementation of a WHS management system within realistic timeframes.

	Your role with notifying, reporting and documenting incidents

	Its my role to document  all incidents and make all necessary measures to make sure  the person or persons gets all the  assistance in an orderly fashion.




	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

	Cstc emergency first aiding 0011

	Summary of requirements

	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 the 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 – refer to Appendix D
„ what to do when a worker or other person is too injured or ill to stay at work, for
example 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.

	Your role in meeting requirements

	Its my role to document  all incidents and make all necessary measures to make sure  the person or persons gets all the  assistance in an orderly fashion.




	Name of WHS process

	Cstc emergency first aiding 0011

	Summary of requirements

	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 the 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 – refer to Appendix D
„ what to do when a worker or other person is too injured or ill to stay at work, for
example 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.

	Your role in meeting requirements

	Its my role to document  all incidents and make all necessary measures to make sure  the person or persons gets all the  assistance in an orderly fashion.




	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

	Incident investigation 

	Collected from

	The safety advisor 

	How it is collected

	I would contact the health  and safety advisor  to obtain a copy of the report necessary . 

	Necessity of collection

	All incidents shall be investigated to determine a cause as a precursor to the implantation of action to prevent  similar outcomes from happening again. 

	Additional information

	The documentation relating to health and safety, permits to work, monitoring all data, hazard and risk identification. 




	Name of information/data type 2

	Review of work prosedures

	Collected from

	The PCBU and safety officer

	How it is collected

	By contacting the parties, or accessing the copies of reports , and of swms and toolbox talks. 

	Necessity of collection

	Obtaining reviews on work procedures for all  work and also give us information of past incidents and if there has been reasonable measures carried out.  

	Additional information

	Viewing of  toolboxes, swms, incidents and hazard reports. 




	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)
	By conducting inspections on the worksite, collect necessary information to help with the incidents scene, and conduct interviews and document reports. 

	b)
	Workplace records such as risk assessments, records kept up to date, training records.
It is very important to report the results of an investigation to assist with it from reoccurring in the future. 

	c)
	Review the reports because it can identify the risk assessments, review the work procedures been carried out, recommend change in the work procedures. 

	d)
	Contact all necessary parties like the PCBU and if its serious enough the police, medical assistance, gov agencies. Taking into account the seriousness of the incident. 




	Outcome for Activity 5
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	




	ACTIVITY 6 

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




	Name and describe Hazard 1

	Slips/trips and falls

	Measures and actions to resolve hazard

	Putting proper signage in place that’s clear and visible., providing a clean and safe work environment, proper ppe is a must.  

	Communication of recommendations

	House keeping, keeping all access  ways clear and free of obstruction, de watering, providing necessary training. 

	Possible inadequacies of risk controls

	Wet areas, inappropriate ppe, floor height differences 

	Effect of culture on implementing measures and actions

	Proper training of staff to recognise slip and trip hazards and keeping them  on top of there housekeeping to ensure a safe workplace. 

	Assisting with implementation

	Swms, toolbox talks, msds, emails, posters. 




	Name and describe Hazard 2

	Chemical hazards. 

	Measures and actions to resolve hazard

	House keeping, keeping all access  ways clear and free of obstruction, de watering, providing necessary training., msds attached to all chemicals,.

	Communication of recommendations

	Setting an exclusion zone for the chemicals, using visible and correct signage , making sure the cage is secured after workers take chemicals from it. 

	Possible inadequacies of risk controls

	Cages been left open, chemicals been place in ares that are not the exclusion zones, not using proper ppe such as gloves, glasses and if necessary overalls. 

	Effect of culture on implementing measures and actions

	Conducting procedures and policies on correct handling of chemicals, correct use of swms and MSDS’s PROVIDE ALL NECESSARY TRAING TO WORKERS. 

	Assisting with implementation

	Swms, toolbox talks, msds, emails, posters.




	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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