Workbook - BSBWHS406 Assist with responding to incidents	

Workbook - BSBWHS406 Assist with responding to incidents
	
[image: U:\Julie Kernick\White Branded Cover\Cover Page2 With Border.jpg]
BSBWHS406
Assist with responding to incidents


Workbook - BSBWHS406 Assist with responding to incidents	[image: CSTC_ Logo_No_Star.bmp]


 Copyright © 2018 CSTC Pty Ltd

All rights reserved.  No part of the contents of this publication may be reproduced or used in any form or by any means – graphic, electronic, or mechanical including photocopying, digitising, recording, or information storage-and-retrieval systems – without the written permission of CSTC Pty Ltd. 



CSTC Pty Ltd_v1-2_29/01/2016	Page 3 of 12
ASSESSMENT FOR BSBWHS406

	Student name
	BENJAMIN WILLIAMS

	Date of assessment submission
	16/12/2018


	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
	EDSS

	Workgroup
	WORKGROUP 1



	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

	PCBU

	Relevant section of WHS legislation

	WH&S Act 2011 - Part 3 - Incident notification 
38 - Duty to notify of notifiable incidents
39 - Duty to preserve incident sites 

	Obligations

	A person who conducts a business or undertaking must ensure that the regulator is notified immediately after becoming aware that a notifiable incident arising out of the conduct of the business or undertaking has occurred. The notice must be given as required under this section and by the fastest possible means. The notice must be given by telephone; or in writing. A person giving notice by telephone must give the details of the incident requested by the regulator and if required by the regulator give a written notice of the incident within 48 hours of that requirement being made. A written notice must be in a form, or contain the details, approved by the regulator.  Lastly, a person conducting a business or undertaking must keep a record of each notifiable incident for at least 5 years from the day that notice of the incident is given to the regulator under this section.
The person with management or control of a workplace at which a notifiable incident has occurred must ensure so far as is reasonably practicable, that the site where the incident occurred is not disturbed until an inspector arrives at the site or any earlier time that an inspector directs.  

	Method for communicating requirements

	As a supervisor I make sure I contribute proactively at all management meetings. I always have to consider barriers to communication when I am in remote work locations (different sites across QLD) and I make sure I make contact with management daily where possible. I always make sure we update management and WHS Committee on any health and safety matters that concern them. I always make myself available to them by letting them know it’s an ‘open door’ policy and ensure they contact me, and that the communication process is an open one.

	Your role in meeting requirements

	I always keep management updated with the latest health and safety matters that concern my workgroup and if an incident occurs in my work area I am in charge of filling out the Incident notification form




	Name of Individual/Party 2

	Workers 

	Relevant section of WHS legislation

	Electrical Safety Act 2002 - Division 2 - Duties of care
39 - Duty of worker 

	Obligations

	While at work, a worker must take reasonable care for the worker’s own electrical safety and take reasonable care that the worker’s acts or omissions do not adversely affect the electrical safety of other persons or property’ and comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with this Act, or any reasonable instruction about electrical equipment located at the workplace given by a person in control of the electrical equipment to allow the person to comply with this act and cooperate with any reasonable policy or procedure of the person conducting the business or undertaking relating to electrical safety at the workplace that has been notified to workers. 

	Method for communicating requirements

	As a supervisor I make sure all workers are involved and contribute at meetings. We allow them to access and seek information from our intranet and by asking questions to supervisors and then if required we direct them to management (HR, HSE or other Managers). We always have to consider barriers to communication in remote work locations (people working at different work sites, on site and corporate offices) and I make sure I make contact with them daily where possible. I always make sure we update our fellow workers on any health and safety matters that concern them. I always make myself available to them by letting them know it’s an ‘open door’ policy and ensure they contact me, and that the communication process is an open one.

	Your role in meeting requirements

	I always keep my workers updated with the latest health and safety matters that concern them and if an incident occurs in my work area I am in charge of filling out the Incident notification form




	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

	Work Health and Safety Policy 

	Summary of requirements

	Notifiable incidents are death of a person, serious illness or injury of a person or dangerous incidents (i.e. incidents in relation to a workplace that expose persons to serious risks to their health and safety) and must be reported to the regulator by the PCBU out of which the incident arose. A serious injury or illness is an injury or illness requiring for example, immediate treatment as an in-patient in a hospital or medical treatment within 48 hours of exposure to a substance at a workplace. A dangerous incident is an incident that exposes a person to serious risks to their health and safety arising from an immediate or imminent exposure to matters such as an uncontrolled escape, spillage or leakage of a substance, an uncontrolled explosion or fire and an uncontrolled escape of steam.
Records of notifiable incidents must be kept for at least  five years from the date of notification. Penalties apply for failing to do so. It is imperative and part of the company policy to keep a record of having made the notification and also any directions or authorisations given by an inspector at the time of notification.

	Your role with notifying, reporting and documenting incidents

	If it is a reportable incident or hazard as a supervisor I take part in the investigation process. I am required to fill out the Incident report form for the regulator as well as an internal incident report and must report on the factors that contributed to the occurrence including individual actions, failed or absent defences such as PPE, fail to hold handrail, etc, environmental factors, systemic issues, actions required to prevent a recurrence, and lastly recommendations for corrective actions. 




	Name of WHS procedure

	Corporate Safety Procedure

	Summary of requirements

	All near miss / incidents should be recorded within EDSS ISMS (Integrated Safety Management System) by the manager or the reporting staff member. If a person has been injured the need for first aid should be assessed and action taken as appropriate. Managers should follow the Early Intervention Guide. If the near miss / incident is considered to be serious, the manager should contact the WHS team for advice. The WHS team will advise regarding the notification of the incident to WorkSafe QLD. The incident is deemed to be a "Notifiable Incident" and must be reported to WorkSafe if it resulted in: the death of a person or; a person requiring medical treatment within 48 hours of exposure to a substance or a person requiring immediate treatment as an in-patient or, a person requiring immediate treatment for the amputation of any body part or a serious head injury or a serious eye injury or de-gloving or scalping or electric shock or a spinal injury or the loss of a bodily function or serious lacerations If the incident is notifiable, the site of the incident is to remain undisturbed until a WorkSafe QLD Inspector arrives on site or gives permission for disturbance. The Area Manager must report all notifiable incidents to WorkSafe QLD via phone on 1300 362 128 and then in writing within 48 hours by completing the Worksafe Incident Notification Form. The manager should undertake an incident investigation in consultation with the Health and Safety Representative and Area Supervisor and record the findings and recommendation within the EDSS ISMS report of the incident. Complex investigations or investigations where there is uncertainty will be supported by the WHS team upon request of the manager or Health and safety Representative and WHS Committee.  

	Your role with notifying, reporting and documenting incidents

	As per above procedure if it is a reportable incident or hazard as a supervisor I take part in the investigation process. I am required to fill out the Incident report form for the regulator as well as an internal incident report and must report on the factors that contributed to the occurrence including individual actions, failed or absent defences such as PPE, fail to hold handrail, etc, environmental factors, systemic issues, actions required to prevent a recurrence, and lastly recommendations for corrective actions.




	Name of WHS process

	Incident Notification Process

	Summary of requirements

	An effective internal communication system has been developed to ensure health and safety incidents are promptly bought to the relevant’ person’s attention. We must notify the regulator immediately after becoming aware of a notifiable incident. Notify immediately, and provide the information you can, even if you do not have all of the required information: At first, the regulator will ask for a clear description of the incident with as much detail as possible. This will help the regulator assess whether or not the incident is notifiable and the need for a follow-up investigation. The following information is usually requested: provide an overview of what happened, nominate the type of notifiable incident (was it death, serious injury or dangerous incident?), date and time, incident address - details that describe the specific location of the notifiable incident to assist instructions about site disturbance, detailed description of the notifiable incident, injured person’s name, date of birth, address and contact number, injured person’s occupation, relationship of the injured person to the entity notifying, nature of injury, initial treatment of serious injury or illness, where the patient has been taken for treatment. Also they will request our company information: legal and trading name, business address, ABN/ACN  and contact details including phone number and e-mail. Action taken or intended to be taken to prevent recurrence (if any), and lastly who is the person notifying - notifier’s name, contact number and role within the organisation and also name, phone number and position of person to contact for further information (if different form above).
An incident site must not be disturbed until an inspector arrives at the site or directs otherwise (whichever is earlier). The person with management or control of the workplace is responsible for preserving the incident site, so far as reasonably practicable. Any evidence that may assist an inspector to determine the cause of the incident must be preserved. An inspector may issue a non-disturbance notice, if they consider that the incident site should remain undisturbed in order to facilitate their investigation. This notice must specify the period for which the notice is to apply - no more than seven days. Always keep in mind requirements to preserve a site only apply to the area where the incident occurred - not the whole workplace. All records of notifiable incidents must be kept for at least five years from the date of notification. Penalties apply for failing to do so.  
 

	Your role with notifying, reporting and documenting incidents

	It has been agreed with management and the WHS committee that Area Supervisors are to contact the Area Managers prior to contacting the regulator directly. Area Supervisor’s main responsibility is to gather the facts and draft the Incident report form along with EDSS internal incident report form - Area Manager has to approve both documents prior to contacting the Regulator.  




	Name of WHS system

	EDSS Integrated Safety Management System

	Summary of requirements

	Depending on the risk of the hazard or incident involved immediate action must be taken to prevent further persons from being injured. This may involve the activation of emergency procedures or other actions to control the immediate risk to persons in the area, e.g. barricading the area, alerting Area Managers, Security and  the WHS Committee. A hazard/incident report is to be completed for all hazards, incidents, injuries, illnesses, dangerous incidents and system failures arising from reported hazard, incidents or workplace safety inspections. The details of the incident should be factual and relevant. Describe the details of the incident as clearly as possible. This should include the exact time and place of the incident, the circumstances which led up to it, the sequence of events in the incident itself, the number of people involved, and the names and contact information of any witnesses present. The nature of the incident will determine the level of investigation required. Incidents are classified into 3 levels to determine the appropriate level of investigation response: Level 1 - Incidents are those which are lower level risks and are not categorised as being immediately notifiable to SafeWork QLD; Level 2 - Incidents are those which constitute notification to SafeWork QLD but not immediate and lastly Level 3 - Incidents require prompt notification and investigation by SafeWork QLD.  

	Your role with notifying, reporting and documenting incidents

	Any written statements from witnesses involved must be recorded using the Incident Witness Statement Form. Any interviews must be conducted so that confidentiality of any personal information obtained is maintained and any limits to confidentiality are explained, the interviewee is not pressured into providing a statement or information, the interviewee may invite other persons to attend the interview such as a work colleague, union representative or safety representative, the location of the interview is suitable and free of interruptions.
As a site supervisor I must establish a quarantine area for any failed equipment or components and ensure all failed equipment or components are clearly tagged and labelled as ‘out of service’ as per the Energy Tag and Lock Out Procedure. Communication of any residual hazards should occur via the lead investigator. After an assessment of the initial data, a summary of incidents and an initial assessment of causes and contributing factors may be communicated to the relevant general manager and then all internal stakeholders. This should prompt an immediate review of current practices on similar tasks to prevent similar occurrences.




	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

	EDSS First Aid & Emergency Plan

	Summary of requirements

	We must ensure provision of and access to first aid equipment and facilities and also that an adequate number of workers have been trained to administer first aid. 
We keep emergency phone numbers handy for the following services: fire service, doctor and ambulance, poisons information centre.
Our emergency plan includes emergency procedures which include an effective response to an emergency, evacuation procedures, notifying emergency service organisations at the earliest opportunity, medical treatment and assistance, effective communication between the authorised person coordinating the emergency response and all persons at the workplace. We also include the testing of the emergency procedures, including the frequency of testing, information, training and instruction to relevant workers in relation to implementing the emergency procedures.  

	Your role in meeting requirements

	I make sure all my workers are familiar with emergency procedures and who to report in an emergency, the emergency telephone numbers, evacuation procedures and muster points, and also the type of fire extinguisher to use for different fires. We do this with every new employee induction as well as including it in the weekly tool box meetings. 




	Name of WHS process

	EDSS First Aid Risk Management Plan

	Summary of requirements

	The following steps are to be used to decide on and provide appropriate first aid:
Identify the hazards that may cause injury or illness.
Assess the risk, type and extent of work injuries and work caused illnesses that may ocur.
First aid equipment and facilities is to be made available in each work site and corporate office.  The first aid kit should be located in a prominent and accessible position. All workers should be informed and aware of the location of first aid kits and have access to first aid kits during all work shifts.
All electricians onsite as per legislation have a current First Aid/CPR/LV. Staff in corporate office and WHS Advisors hold Occupational First aid qualifications. 
First Aid kits are checked by WHS Advisors on a weekly basis. In regards to burns, a supply of cool running water and non-stick burn dressing is made available across all worksites and in the corporate office. Eyewash stations are provided across all worksites and in the corporate office.  

	Your role in meeting requirements

	Supervisors implement systems and processes for the identification, assessment and effective management of hazards and associated risks including the completion of first aid risk assessments to identify first aid requirements. We also make sure all workers within our work group are familiar with first aid and emergency procedures. We maintain records related to the identification, assessment and control of hazards and risks and these are communicated to the workforce on a weekly basis and with management and WHS committee. 




	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

	Leading up to the accident: type of equipment used - ladder 

	Collected from

	Work site, where the incident took place - will confirm with bystanders and witnesses and if possible with the injured worker to make sure we have the correct piece of evidence to conduct further investigation.  

	How it is collected

	Ladder is quarantined, tagged out and kept as evidence for further investigation. Photographs are taken and recorded into investigation file. 

	Necessity of collection

	Worker fell when the ladder moved. 

	Additional information

	Access the ladder register - was the ladder in good condition? Was it inspected for faults? Was the ladder set up on firm, stable and level ground? Was the ladder height appropriate for the task to avoid reaching or stretching (hence causing movement) - was the ladder secured against displacement - was there another person holding the base of the ladder?




	Name of information/data type 2

	After the accident: Faulty fire extinguisher 

	Collected from

	Site vehicle - will confirm with injured worker and co-worker who was present at the time of the accident.   

	How it is collected

	Fire extinguisher is quarantined, tagged out and kept as evidence for further investigation. Photographs are taken and recorded into investigation file. 

	Necessity of collection

	A field electrician was completing his weekly service vehicle inspection. He grabbed the fire extinguisher mounted in his ute and noticed that the powder contents had settled at the bottom of the canister. He tapped the bottom of the fire extinguisher with a rubber mallet to help loosen the chemical contents. The fire extinguisher erupted (exploded) causing the canister to shoot towards the ground and the chemical contents to release into the workers face. The force of the discharge removed his hard hat and covered him with the powder chemical. A co-worker assisted him to the nearest eyewash station and began flushing his eyes, then was taken to the Redland  hospital for further eye examination. The workers injury resulted in a scratch cornea, and he is required to wear a contact lense to help with healing process and to eliminate further irritation and discomfort. In addition worker has also been prescribed eye drops that he needs to use every couple of hours.

	Additional information

	It was confirmed the fire extinguisher was being used within its specification and had been inspected by a qualified 3rd party within the required 6 month period. EDSS has engaged ‘Fire Protection’ (an industry expert) to assist in the investigation and they are inspecting the canister. Their initial inspections suggest that the fire extinguisher may have evidence of a defective weld on the bottom of canister. ‘Fire protection’ are performing a more detailed inspection and are researching any prior similar events. 




	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)
	I ensure appropriate and immediate action is undertaken to secure the scene and prevent reoccurrence following an incident. I ensure communication, consultation, training and supervision is provided to workers in relation to factors found through the incident investigation to contribute to incidents at the relevant project or operational site and relevant corrective and preventive actions.
Following an incident I have to direct workers involved to be tested for alcohol and other drugs if required, in accordance with Managing Alcohol and Other Drugs Procedure. I have to participate in an incident investigation as required by any appointed role in the investigation team and must secure evidence as appropriate.

	b)
	Data collection: An incident sequence timeline should be developed as soon as possible after the incident and documented in the incident report.

An inspection of the incident site should be undertaken as soon as practicable after the incident. Prior to conducting the inspection, the investigation team will complete a Real Time Hazard Assessment for each work area and each type of activity to assess and manage the hazards and risks in gathering evidence. All conditions shall be assessed during the inspection including: position of equipment, instrumentation and control switches, illumination, visibility and audibility, gouges, scratches, smears, discolouration, burn marks, spills, the effects or condition of the weather, presence or absence of signage, excessive force, used equipment failures, loss of any containment and condition of the equipment.

Records: Video cameras, still photography cameras and sketches may be used to assist with recording the scene. When taking photos or video footage the time and location must be documented. 

Documentation: The investigation team should review the relevant documents or parts of documents and reference their use. Record appropriate dates and times associated with the incident on the documents reviewed.

Interviews and statements: any written statements from witnesses involved must be recorded using the Incident Witness Statement Form. Any interviews must be conducted so that confidentiality of any personal information obtained is maintained and any limits to confidentiality are explained, the interviewee is not pressured into providing a statement or information, the interviewee may invite other persons to attend the interview such as a work colleague, union representative or safety representative, the location of the interview is suitable and free of interruptions, leading questions are not asked and the interviewee is not prompted for answers, objectivity is maintained and lastly vague generalisations are avoided and information discussed is specific to what was witnessed.

Evidence collection and storage: the investigation team shall coordinate the collection, labelling, and preservation of physical evidence. All evidence must be documented and stored together in a secure location to allow for retrieval. The relevant line manager or site supervisor must establish a quarantine area for any failed equipment or components and ensure all failed equipment or components are clearly tagged and labelled as ‘out of service’ as per the Energy Tag and Lock Out Procedure.

Information analysis techniques – determining chain of events: the sequence of events process shall be used to determine the root cause and contributing factors of the incident under investigation. For incidents of level catastrophic and major it may be helpful to use the ‘5 whys’ technique in determining the contributing factors. For detailed investigations, the ICAM process should be followed to determine the contributing factors categorised as: absent or failed defences, individual or team actions, task or environmental conditions and organisational factors. 

	c)
	I would review reports on incidents, injuries and illnesses to make sure current practices on similar tasks are prevented from similar re-occurrence. 

	d)
	Within the company I would contact first the Area Manager, WHS Advisor, inform Management and the WHS committee. 
We must notify the regulator immediately after becoming aware of the notifiable incident. WorkSafe QLD on 1300 369 915 or by using the online incident notification form: https://ols.workcoverqld.com.au/ols/public/incident/registration.wc
Notification to WHSQ is in addition to any worker’s compensation claim made to WorkCover. 




	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

	Electric shock - an electrical worker received burns to his hand, neck and face from an arc flash while he was terminating cables running to a switchboard.

	Measures and actions to resolve hazard

	Before you start work you must identify hazards and put measures in place to control the risk of electric shock, explosion or fire. Electrical safety laws prohibit work on energised electrical equipment unless: it is necessary in the interests of health and safety that the electrical work is carried out while the equipment is energised (for example, it may be necessary for life-saving equipment to remain energised and operating while electrical work is carried out on the equipment), it is necessary that the electrical equipment to be worked on is energised in order for the work to be carried out properly, it is necessary for the purposes of testing to ensure the equipment is energised and there is no reasonable alternative means of carrying out the work. Never work on energised electrical equipment just because it is more convenient. You need to consider your environment and the nature of work you are performing.
Working on or around equipment with a high fault level requires the highest levels of control. For a switchboard supplied by a 500kVA transformer, the fault level would be near 14,000 amps, which could result in an arc flash with temperatures of 19,400 degrees Celsius. In this circumstance the risks of working near the live parts can be just as dangerous as the live work itself, and you should de-energise the switchboard before starting work.

Actions that can be taken to resolve the hazard: Avoid working on energized electrical equipment, (elimination) and take extra care while testing to ensure it has been de-energized or while re-energizing it. Use remote racking technology to operate circuit breakers from outside the arc flash boundary instead of allowing personnel to be put at risk of injury or death (engineering). Collect data about your facility’s power distribution system, and conduct short circuit and protective device coordination studies to identify arc flash hazard categories for electrical equipment (administrative and engineering), as well as how to reduce them. Also, you can look into technologies such as remote racking equipment and arc limiting fuses that help keep personnel as well as property safe (engineering). Determine the correct level of PPE required as per the flash hazard category, and ensure that personnel are properly equipped (PPE). Redesign your equipment and processes to maximize engineering controls that help prevent and lessen risk (engineering). Adjust settings for circuit breakers and energy distribution systems where needed, and substitute high-risk electrical equipment with devices that reduce incident energy (substitution). In addition, proper safety training also ensures that your staff understand the consequences of being careless and follow proper safety procedures at all times (administrative). Not only could this help keep them safe in the event of an arc flash, but also help them understand how to minimize the risk. Identify the risks, boundaries and suitable PPE for electrical safety through arc flash hazard studies. Make sure that proper electrical regulations and work processes are documented, shared with all involved personnel, and strictly enforced. Also create a preventive maintenance program for electrical materials/equipment, and ensure that only qualified and fully trained personnel equipped with the proper tools and PPE are allowed to work on electrical systems.

Electrical Safety Act 2002
Electrical Safety Regulation 2013
Electrical safety Code of Practice 2013 - Managing electrical risks in the workplace



	Communication of recommendations

	I would empower our workers to ‘own’ safety by involving them in safety planning and provide feedback on recommendations that myself and management come up with. The more an employee understands and takes ownership of the safety plan the more he will take action. I always make sure I provide clear work instructions and review and confirm that our workers know what they have been asked to do/review. In my opinion open communication, training, diligence and proper safety equipment are instrumental elements to reducing workplace incidents and injuries. 

	Possible inadequacies of risk controls

	On older electrical installations drawings might not be available, all sources of supply might not of been identified. 

	Effect of culture on implementing measures and actions

	In my opinion organisational culture may or may not inhibit the implementation of the recommended measures and actions. In our case we always encourage our employees to have a voice in safety. When workers bring safety deficiencies and new ideas to management’s attention, they are contributing to the culture of safety in our workplace. We also focus on how each employee performs his/her job - we watch for employees who are taking shortcuts that could reduce safety, but also look for employees who perform tasks in an improved manner that could be adopted by the other staff. 

	Assisting with implementation

	All corrective and preventive actions required to prevent a reoccurrence of the event will address each of the root causes and contributing factors identified, which will give effective long and short-term control measures. The hierarchy of controls will be applied in accordance with the hazard and risk management procedure, each of them will be specific to the incident, have implications for the site, have implications for other areas and do not introduce any new hazards.  l




	Name and describe Hazard 2

	Use of a grinder - finger cut by using grinder disc

	Measures and actions to resolve hazard

	The user should first ask themselves if a grinder is the right tool for the job (elimination) could a safer alternative be used such as a hacksaw. If no alternative is can be used the hazards and controls need to be identified. Electrical hazards can be prevented by inspecting leads, checking the test and tag date, making sure the supply is protected with a RCD, making sure the electrical lead is behind you while cutting. Guards and handles should be checked for damage and that they  are from the same manufacturer. The flange and nut assembly should be as per manufacturer instructions. The cutting disc should be checked for damage and that it is the correct disc for the task and the material being cut. PPE worn should include safety glassed, face shield, dust mask, hearing protection, gloves and an apron to protect against sparks. Loose clothing is not to be worn and hair tied back as not to get caught in moving parts. A exclusion zone should be set up with consideration given to direction of sparks and possible fuel sources for a fire. A fire extinguisher should be available in the vicinity of the work area. During use both hands should be used to hold the grinder. The grinder should be held at waist height avoiding reaching away from the body. Consideration should be given to line of fire at all times. Make sure the material being cut is secure as to prevent flying objects. Use only the correct tool to change discs. It should be ensured that the grinder has stopped moving before being placed down. The work piece should not be touched immediately after as it may be hot. After use check the grinder accessories for damage and store in a safe place.
I

	Communication of recommendations

	A Standard Operating Procedure  (SOP)would be put in place for the Safe Use of the Grinder. The SOP  will be communicated and informed to the workforce as part of the tool box meeting. After SOP has been presented to the workforce the workgroup and supervisor will sit together and write a JSEA. JSEA will be reviewed by WHS Advisor and once all approved will be put in place for the task. Review and monitoring to follow.  

	Possible inadequacies of risk controls

	Some workers may be tempted to remove handles/guards as to access hard to reach places increasing the risk of the user not having proper control of the grinder. When using a grinder regularly workers may become complacent with safety checks. 

	Effect of culture on implementing measures and actions

	Workers are encouraged to voice ideas and concerns. Health and safety representatives are encouraged to observe and engage with workers. Store persons are also encouraged to check all plant and equipment at regular intervals. 

	Assisting with implementation

	All corrective and preventive actions required to prevent a reoccurrence of the event will address each of the root causes and contributing factors identified, which will give effective long and short-term control measures. The hierarchy of controls will be applied in accordance with the hazard and risk management procedure, each of them will be specific to the incident, have implications for the site, have implications for other areas and do not introduce any new hazards.  




	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
	BRIGITTE BIASON

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

	Phone number of observer
	0418 789 082

	Email address of observer
	brigittebiason@hotmail.com

	Signature of observer
	
	Date
	12/12/2018
	Comments
	




	Outcome for Practical Task
	☐ Satisfactory 
☐ Not satisfactory

	Trainer/Assessor comments
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Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3
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