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ASSESSMENT FOR BSBWHS406

	Student name
	Ryan King

	Date of assessment submission
	Click here to enter a date.


	Trainer/Assessor’s name
	

	Date of assessment marking
	Click here to enter a date.
	Outcome for unit
	☐ Competent
☐ Not Yet Competent




TASK INSTRUCTIONS

· The assessment for this unit of competency consists of the following:
· A series of activities: Some of these activities will require you to provide a response within this document, others will require you to gather evidence to demonstrate your knowledge and skills (overview below)
· Quiz: You will be required to complete a series of questions to demonstrate your knowledge and skills. 
· Practical task: You will be required to have an observer attest to your knowledge and skills and sign a report to this effect. 
· At times, you will be provided with a specific business context to which you must respond, otherwise it is anticipated that you will use a workplace of your choosing (your own, or hypothetical) to provide the context to the task.
· At all times, the responses in your assessment must reference Australian (Queensland or Federal) documentation, including legislation, regulations, codes of practice, standards and guidance publications. 

	ACTIVITY OVERVIEW
	REQUIRED FOR SUBMISSION

	1. Duty holders and duties
	· Workbook response (below)

	2. Policies, procedures and processes 
	· Workbook response (below)

	3. Providing first aid
	· Workbook response (below)

	4. Collecting information and data for investigations
	· Workbook response (below)

	5. Assist incident investigations
	· Workbook response (below)

	6. Implementing measures and actions
	· Workbook response (below)





ACTIVITIES

For the following activities, you will assume the role of a workgroup supervisor in a workplace of your choosing (see example organisational chart below).



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

	Name of workplace
	Glass 360

	Workgroup
	



	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

	WHS Act – Section 17 
WHS Act - Section 19  Primary Duty of Care 
WHS Act - Section 35 What is a notifiable incident 
WHS Act – Section 36 What is a serious injury or illness 
WHS Act – Section 37 What is a dangerous incident
WHS Act - Section 38 Duty to Notify of Notifiable incidents 
WHS Act - Section 39 Duty to Preserve incident sites 
WHS Act - Section 46 Duty To Consult with other duty holders 
WHS Act - Section 47 Duty of Consult Workers 
WHS Act – Section 48 Nature of Consultation 
WHS Act - Section 49 When consultation is required
WHS Act - Subdivision 4 Spectific powers on entry 
WHS Regulations - Section 39 Provision of Information, training and instruction
Schedule 3 of the Privacy Act 1988 
Workplace Injury Management and Workers Compensation Act – Section 63 Register of injuries 
International Records Management AS ISO 15489 Standard


	Obligations

	In regards to notication, reporting and documentation of incident in the workplace the obligations of the PCBU first starts in section 19 outlining the PCBU’s overall obligation in the workplace which is the primary duty of care. This section states that a PCBU must ensure so far as practicably reasonable the health and safety of workers engaged, or caused to be engaged by the person and other who has influenced or directed by the worker. All other actions carried out by the PCBU in regards to incident reporting are covered by this obligation. This is also mentioned in Section 17 of the WHS Act stating that a person(which will be the PCBU and other officers) to ensure the health and safety requires the person to elimate risks to health and safety, so far as is reasonably practicable and if it not reasonably practicable to elimate the risks, to minimise those risk so far as is reaonsably practical. This ties back into the need for the PCBU required that incidents are reported and records and kept in Sections 35, 36 and 37 it details what is a notifiable incident means in the Act, What is a serious injury or illness and what is a dangerous incident. These definitions used to enforce section 38 stating that a PCBU must ensure that the reglator is notified immediately after becoming aware that a notifiable incident arising out of the conduct of the business or undertaking has occurred. Notice must been given by telephone or in writing. Relating the documentation of incidents Section 39 also states that a PCBU must keep a record of each notifiable incident for at least 5 years from the day that notice of the incidenti is given to the regulator under this section. Through the four sections mentioned above the PCBU and officers must be aware of what is notifiable incident and what actions will need to be carried out to fulfil their WHS obilgations in regards to notification, reporting, documentation if incidents in the workplace. Once an incident has occurred section 39 outlines the duty of the PCBU, officer, management in control of the workplace where the 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 or any earlier time that an inspector directs. Ensuring that the incident site is preserved will assist in fulfilling WHS obiligations by the PCBU regarding notification, reporting and documentation of incidents in the workplace. In section 46 and 47 outlines the duty of the PCBU to consult with other duty holders and also have the  duty so far as reasonably practical and with workers in accordance with this division and the regulations relating to work health and safety. Section 48 outlines what the consultation with workers should contain including all revelent information and workers are given reasonable opportunity to express their views, raise health and safety issues, contribute to the decision-making process. These views and raised issues need to be taken into consideration by PCBU. With all consultation with workers if the workers are representated by a health and safety representive they must be involved in the consultation also. Consultation is an integral part of ensure that everyone affected is aware of the WHS obligations in relation to incidents in the workplace. Section 49 continues on by outlining the intergral use of consultation and when consultation is required to be used. In the Subdivision 4 Outling the powers of inpectors with the PCBU and other workers duty to comply with inspectors directions in regards to supplying documents and information regarding incidents. Sections in the WHS Regulators relating to the notification, reporting and documentation includes section 39 outlining the requirement for the PCBU to ensure that information, training and instruction provided to a worker is suitable and adequate having regard to the nature of the work carried out by the worker and the nature of the risks associated with the work at the time the information, training or instruction is provided and the control measures are implemented. The duty holders must ensure that everyone in the workplace is receiving adequate training will assist the PCBU in fulfilling their WHS obligations in regards to notification, reporting and documentation of workplace incidents. In Schedule 3 of the Privacy Act 1988 outlines how workers personal information should be treated through the process of the notifying, reporting and documentating incidents in the workplace to maintain an adequate level of privacy for workers and other affected in incidents. In section 63 of the Workplace Injury Management and Workers Compensation Act states there is to kept at every mine, quarry, factory, worksop, office or shop in shop in some readily accessible place a register of injuries. This register will be needed when internally and externally audits and incident investigations. The international records management AS ISO 15489 is an Australians endosed standard that outlines how records should be treated to ensure any information relating to the reporting and documentation of incidents in the workplace.

	Method for communicating requirements

	When communicating these legislative requirements to individuals and partiers the PCBU will first communicate with other duty holders organising and communicating what WHS obligations in regards to notification, reporting and documentation of incidents in the workplace. Than the requirements will be communicated to everyone affected using a range of communication techniques with the help of supervisors/officers/PCBU/HSR including toolbox talks, HCS meetings , one on one conversations, information to posted in emails and uploaded to the workplace server and can be given in a hard copy format when requested. In regards to the information being communicated a number of factors have to be taking into consideration for it to be effective including accommodating for the range knowledge and abilities and the background of the person to ensure the message is easy to understand while at the same time converying all necessary information. The communication will be open ended and flow both ways allowing feedback and questions to be answered allow everyone to contribute to the process.

	Your role in meeting requirements

	My role as a workgroup superivor I will assist the PCBU in fulfilling their WHS obligation regarding notification, reporting and documentation of incidents by organising the information in a clear and concise manner of the what obligations the PCBU will need to fulfil and what resources will needed. Than I will ensure that workers are made aware of their obligations and have received adequate trainining so they can fulfil their WHS obligations in regards to notification, reporting and documentation of incidents in the workplace. Through this process I will be consulting with the PCBU to make sure they are aware of what is taking place. When an incident occurs I will gather a detailed and accurate description of the event, interview witnesses, preserve the incident site and consultating with the PCBU in regards to what steps they will need to take to fulfil their WHS obligations including notifying regualtors of any notifiable incidents. Another part of my role will be documenting any required information to be used later in audits, incident investigations and WHS system reviews.




	Name of Individual/Party 2

	Workers

	Relevant section of WHS legislation

	WHS Act - Section 28 Duty of Workers 
WHS Act - Section 50 Request of Election of Health and Safety Representative 
WHS Act - Section 68 Powers of Functions of health and Safety Representatives

	Obligations

	The obligations that workers have in regards to the notification, reporting and documentation of incidents in the workplace are first stated in WHS Act Section 28 – Duty of workers. This section outlines the workers duty including that they must take responsible care for his or her own safety, take responable care that his or her acts or ommissions do not adversely affected and safety of other persons, comply, so far as the worker is reasonably able, with any reasonable instruction that is given by the PCBU to allow the person to comply with this act and workers must co-operate with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers. This section outlines the workers duty to follow reasonable instructions from the PCBU which would include the need to report any incidents when they happen allowing the PCBU to fulfil their duty. Section 50 states that a worker who carried work for a business may ask the PCBU to conduct an election of a health and safety representative to represent workers whs matters. By electing a HSR they can assist workers in meeting their obligations regards to notification, reporting and documentation of incidents by working with and communicate with the PCBU and HSR. The HSRs role is expanded upon in section 68 outlining the powers of funtions of health and safety representatives and how they can represent workers.

	Method for communicating requirements

	As a workplace supervisor my role is to communicate requirements of workers regarding the nofitication, reporting and documentation of incidents in the workplace. This will be carried out using a range in communication techniquies including toolbox talks, one on one conversations, WHS meetings including the HSR, relevant information to be uploaded to the companies intranet or give to workers in person when requested. When communicating with workers I will take into consideration the background and the range of knowledge and abilities of who I am communicating to create a message that is easy to understand while maintaining all the details needed to be give. All communication will always remain open ended allowing feedback and questions to be received and answered back to ensure everyone is aware of their requirements and obligations in regards to incident nofication, reporting and documentation and allowing them to contribute to the process.

	Your role in meeting requirements

	My role in meeting requirements is to ensure all procedures have been put in place for when an incident does occur everyone will be aware of what will need to be done regarding notifying, reporting and documenting incidents. I will effectively communicate with workers ensure they are aware of their requirement and obligations and assisting them in any training and question they require. Consultation will also be carried out with PCBU to ensure they allocating all required resources of the supply of training and information to workers so the PCBU and workers and all fulfil their WHS obigations. When incident does occur making sure the information gathered from workers about the event is detailed and accurate. To achive this a comprehensive range of questions will be used to establish the When, How, Where and Why of the incident? These questions will include When did the accident happened?, How did injury/incident occur?, How could the incident/injury have been prevented?, Where did the injury occur?, Where was the supervisor at the time?, Where were the witnesses at the time? and also why did the incident incident, injury occur? When asking these questions I must keep a level head, not to judging anyone and making them feel comfortable to give an accaurate account of the incident? I need to ask these questions myself when moving into the investigative stage in regards to the incident. These questions are not about throwing blame around but to obtain an accurate account of incidents.




	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

	Inglass/Glass360 Occupatioonal Health and Safety Policy

	Summary of requirements

	The requirements regarding notification, reporting and documentation contained in Glass 360s Health and Saety Policy includes all employees are expected to follow all company safety requirements and relevant codes of practice. This would include following WHS processes and procedures relevant to the notification, reporting and documentation of incidents. Another section states all employees are expected to report all injuries and safety incidents and actively participate in safety improvement activities. The safety improvement activities would include the filling out of incident report forms and complying with management during incident investigations.

	Your role with notifying, reporting and documenting incidents

	In my role as a Workplace supervisor I will assist with notifiying, reporting and documenting incidents with these requirements include ensure all employees are aware of the their obligations set out in this documents with any follow out training given and enforcing this policy so it is followed by all in the workplace. I will inform the PCBU to their obiligation regarding this document and what resources will be needed to fulfil their duty in informating workers to this policy. 




	Name of WHS procedure

	Incident Procedure 

	Summary of requirements

	This is a section of the Workplace Health and Safety Manual relating the incident reporting and investigations. It uses the WHS Act 2011 stating the requirements given to all employees. Requirements relating to the notification, reporting and documentation include all employees, customes, vistors and contractor incidents are to be reported. Quoting the WHS Act regarding notable incidents is described than the document states Inglass Pty Ltd must notify (by telephone or in writing) the WHS regulator immediately after becoming aware of a notificable incident occurring. It also states that all near misses must be reported to management with an incident report to me filled out with all incidents to be reported within 24 hours of the incident occurring. The steps for incidents reporting and investigation are outlined in the next section including all near misses, first aid or medical treatment incidesnt must be recorded on the incident report form. All incidents will be investigated by the supervisor and the HSR when necesscery. The 3 purposes of the incident investigation are explained including establishing root cause, indentifing contribution factors and impliement control measures. An incident report will be signed by the person conducting the investigation and passed on the manager. There is a following section consisting similar steps to follow when a customer, vistor and contractor is involved in an incident. This consist of imedinaly reporting the incident to manager/supervisor and ensue that no further hazard is present, first aid is given when required, notifing WHS officer if there is a notificable injury in regards to regulators.

	Your role with notifying, reporting and documenting incidents

	My role with notifying, reporting and documents incident relating to the WHS procedure would include ensure that all employees are trained in our incident procedures and understand what there role will be when an incident does occur. Carrying out incident invesgations when a near miss or incident does occur with interviews being effectively performed and documented to acquire an accurate record of the incident to use when investigating. Documenting all interviews and incident form and feedback giving from employees. I will consulting with the PCBU and HSC informing them to the near misses/incidents they occurred and what steps will need to be taken moving forward. This discussion will also happen in toolbox talks to make all employees aware of the incident and have a open conversation in regards to why it happened and what could have been done to prevent it.





	Name of WHS process

	Incident Report Form

	Summary of requirements

	This document is used when a near miss/incident has occurred. The form is given to everyone involved in the incident and witnesses. It is used to capture an accurate record of the incident from multiple people and point of views to be used moving forward into a incident investigation. This document assists in planning out who to interview in regards to an incident and what questions to ask during the interview. The forms all be documented and keep in records to assist later in incident investigations and WHS audits and WHS system reviews. All employees effected or who witness an incident are required to fill out an incident report form within 24 hours in the incident occurring.

	Your role with notifying, reporting and documenting incidents

	My role as a Workplace supervisor will including ensuring all employees and training to effectively fill out in incident report form to create a clear account of what took place. I will document and save the incident reports to use later when conducting interviews and Incident investigations and WHS reviews of the company. I can assist a worker in a nonbais way to fill out their form if they is any confusion. I will notify for the PCBU to the incident using the information in incident report forms and interviews. If there is a notifiable injury I will organise the incident report forms taken from the incident to give to regulators if required.




	Name of WHS system

	Glass 360 WHS system

	Summary of requirements

	The Glass 360 WHS system is an organised system of documents including the WHS Policy, WHS Safety Manual, range of procedures and processes to the different tasks needed in the company. The requirements regarding the notification, reporting and documentation of incidents in the workplace includes documentation requiring all notifiable incidents to be reported to your WHS regulator body (WHS Act - Section 38). Another requirement stated in the section of the WHS Act is for all notifiable incidents. The WHS systems will contain WHS procedure and process documents relating to training employee so they are able to effectively report and document incidents when they occur and evidence of the training will be documents(WHS Regulations – Section 39). Schedule 3 of the privacy act outlines the requirements for personal information that is documented within in the WHS system keeping that information private and only uses it when necessary. The Company is required (stated in Workplace Injury Management and Workers Compensation Act – Section 63 Register of injuries) to have a readily accessible place for the register of injuries. This register will be documented in the WHS system to use later when reviewing WHS in the workplace and audits. The WHS system overall will assist in making sure all requirements shown relating to WHS policy, procedure and processes so they are organised and can be easily followed.

WHS Act - Section 38 Duty to Notify of Notifiable incidents 
WHS Regulations - Section 39 Provision of Information, training and instruction
Schedule 3 of the Privacy Act 1988 
Workplace Injury Management and Workers Compensation Act – Section 63 Register of injuries

	Your role with notifying, reporting and documenting incidents

	My role in the company as a workplace supervisor is to assist ensure all employee are following the requirements relating to notifing, reporting and documenting incidents by supplying training to workers with procedures and processes. This includes organising the system in such a way that all WHS requirements relating to notifing, reporting and documenting incidents can easily acted on and not missed. I will record all incidents and near misses accurately into the systems to be used during incident investigations, audits.  With any changes to the WHS system I will notify the PCBU and communicate with workers so all employees are aware of the situation.




	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

	First Aid Treatment 

	Summary of requirements

	This document is found in the Glass360/Inglass Health and Safety Manual the requirement it contains consists of first aid officers should be adequately trained in first aid for the requirements of the workplace, first aid personal should not treat beyond their level of training. First Aid officers are required to fill out details of the injury and treatment into a first aid report form after assistance has been given. Shifts time between workers should be planned out in such a way to ensure that there are multilple employees present that have been trained in first aid. Information of employees that are trained in first is required to be posted in the workplace. First aid kits that are used should be appropriate for the types of injuries that are more likely to occur in the workplace and should be adequately stocked at all times. Signage at the location of the first aid room and kits are required to be used. 

	Your role in meeting requirements

	My role in meeting these requirements will include ensure there are enough employees in the workplace that have been trained in first aid so there can be a designated first aider available at all times and organiser referesher training for before their first certificates expire. Performing stock takes on first aid kits to maintain adequate first aid supplies for the type of workplace and make employees aware of the location of the first aid kits.
Ensure first Aid Reports are filled out adequately when first aid is given and documenting these reports into WHS system and communicating with the PCBU other affect to what the situation entailed. Install signage at the locations of first aid rooms and first aid kits in the workplace.




	Name of WHS process

	First Aid process 

	Summary of requirements

	The requirements relating to the process of performing first aid in the workplace include ensuring that first aid training given to employees by an approved training provider. Refresher training is performed by employees when required. First aid officers are required not to treat beyond their level of training and when in doubt seek outside medical advice. If the injury is of a serious nature, an ambulance should be called. After performing first a first aid report form should be filled out and handed on to manager. The first aid training will contain some basic rules including using safe manual handling techniques 

	Your role in meeting requirements

	My role in meeting these requirements is ensure that an adequate number of employees are trained in first aid by an approved first aid provider so there is an adequate number of first aiders to cover the workplace. Call an ambulance if there is a injury that is of a serious nature. Ensure first aid report forms are filled out accuatlly and have been received.




	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

	Interviews

	Collected from

	Information and data sourced from interviews would be done so from people who were affected and/or witnessed the incident. 

	How it is collected

	This information and data is collected by conducting individual interviews with all worker workers that where affected/ witnessed in the incident. During the interview the interviewer must reassure them that the interview is not to poise blame on someone, using simple language and make sure you have correctly recorded what they have said. The interviews will be performed as soon as possible after the incident so the event is still fresh in peoples minds. 

	Necessity of collection

	The collection of information from interviews is necessary to incident investigations because with multiple accurate accounts of the events leading up to and during the incident will assist going into the incident investigation with accurate knowledge of the incident.

	Additional information

	Consulting regulatory authorities with the information found in the interviews to soruce additional information from them. The wealth of WHS knowledge that regulatory authorities can access to build upon what has been found in the interview. This information can be obtained from authorities including Safework Australia, Comcare and and Worksafe.




	Name of information/data type 2

	Incident Timeline 

	Collected from

	Information used to create incident timeline would be collected using data collection techniquies including performing interviews all affected workers, security footage in the incident and the time leading to the event and checklists and records that have been filled out.

	How it is collected

	Information collected to create a timeline from interviews, sercuitry footage, checklists and other evidence is organised in such a way to produce a timeline that follows and explains the events leading up and during the event. The timeline must well labelled and organised to make it easy to navigate and use when consulting others.

	Necessity of collection

	It is necessary to collect the information and data to create a timeline to give clear picture of what combination of events has transpired leading up to and during the event. This is another layer of information to establish a well rounded record of what the incident consisted off to assist in the incident investigation and implementing 

	Additional information

	WHS act and Regulations will be used as additional information to compare along side the  timelime to ensure that all WHS Act and Regulations are being followed. Than if there are instances when someone has deviated from the WHS laws if can be considered in the incident investigation. These documents can be obtained from the WorkSafe website.




	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)
	As a workgroup supervisor I would assist investigators and provide relevant information during the investigations by determining how involved I will need to be in the investigations to ensure I fulfil my role, supporting the investigation techniquies used by officers, PCBUs, inspectors and WHS specialists. Further I would review incidents reports and follow up with workers, research relevant information, follow up interviews and also contacting other people and authorties than provide additional relevant information. I will also assist external investigators with obtaining evidence to fulfil any WHS obligations.

	b)
	The techniques that would be used in workplace investigestion would include interviews that performed as soon as possible after the incident, states the purpose in the interview to the worker, speaking to people seperatly in privacy and assusing them that the interview is not to point blame at anyone. While conducting the interview using simple language, repeating what they said you ensure you have an accurate record of the events. Simulations will be used to create greater understanding of what conditions have arisen to cause the incident and what can be done to rectify the WHS issue. A timeline of the events leading up to and during the incident to be created. The timeline is used to find patterns and find certain conditors that are building up or repeating that contributed to the incident create a large scale image of the workplace. These are all appropriate techniquies to source more information about the incident itself and contributing factors to build a greater undertstanding of what the event consisted of.  This information gathered can than be used when implimentating new control measures. The information be used when consulting with the PCBU and workers and when sourcing additional opinions from WHS consultants.  

	c)
	The reasons for reviewing reports on incidents, injuries and illnesses would include find patterns in the type of incidents that are occurring so more effective control measures can be implemented, reviewing the number of incidents to see if control measures have been effectively put into action. During WHS audits reports will need to reviewed to see if any changes need to be made to the WHS system as a whole and finally to fulfil the your WHS obligations regarding for the PCBU and other duty holders to take reasonably practicable steps to controlling risks and hazards in the workplace.

	d)
	As a workgroup supervisor I would contact a range of other reasonable persons and relevant WHS authorities including other companies in a similar area as my own, WHS officers, regulatory authorities such as safework, work safe, com care and other third party WHS consulting companies. These contacts woud be consulted with regarding incident investigations to have a fresh set of eyes looking at the situation so they can assist in the investigation giving information that might have been missed by my self and to use their experience.




	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

	Hazardous Manual Handling.
Hazardous Manual Handling is a manual handling task that has the potential to cause an injury or illness.

	Measures and actions to resolve hazard

	When identifying possible recommended measures the document Hazardous Manual Tasks – Code of Practice . This documnent outlines what is a manual hazardous tasks, indentify hazardous tasks, assessing the risks and controlling the risks. The document also outlines other WHS documents including the WHS Act and WHS Regulations and how they relate to reasonably practicaly controlling hazardous manual tasks in the workplace and fulfilling WHS obligations. The measures that are planed to the implemented include manual lifting training which will detail how to safety lifting glass and what weights it is safe to lift at. The training will carried out and than signed off by the person completing to ensure all workers have received adequate training. In the hierarchy of control this control measure would fit into would be administration controls. Another control measure to be implemented to use mechical aids such as crane mounted suckers to mechanically lift the lift the glass when possible. This control measure would be  considered to be part of the substitution section of the hierarchy of control as there is stil some risk associated with using a mechical lift but the risk itself will be reduced. Finally using multiple people to lift glass is another control measure to be impliemented. With additional training lifting glass with multilple in more situations would reduce the amount of strain put on workers bodies and the risk of receiving an injury from manual handling. In the hierarchy of control this would part of the administrative stage. The ways these control measures will affect workplace processes in regard to work flow and planning is there will be time lossed when working with heavier panels as moving panels around with mechanical aids takes more time than traditional lifting. There will also be a loss in amount of workers working on different jobs when there will be more workers completing the same job together to ensure there is enough people available to have multiple people lifting heavy panels at all times.

Hazardous Manual Tasks – Code of Practice

	Communication of recommendations

	As a workgroup supervisor I would communicate the recommendations arising the investigations through a wide range of commmincation techniques including toolbox talks with workers and other duty holders commincating in such a way that it takes into consideration the audience ranges of abilities and background creating a message that is easy to understand and explain while at the same time contains all the information needed. One on one conversations will be used to help creates an open ended dialog to received feedback from workers. Email bulletins will also be send out to give everyone a permanent copy of what has been communicated. Meeting with the PCBU and other duty holders will also carried out informing them of the planned implemental measures and what they will be do to fulfil their whs obligations.

	Possible inadequacies of risk controls

	Possible inadaquacies with the risks controls that have been planned to be implemented include manual lifting training not being easy to understand and not specialised enough the manual tasks that are performed in the workplace. 

	Effect of culture on implementing measures and actions

	Organisational culture may inhibit the implementation of control measures and actions will be attitude towards maintaining proper lifting technique, using lifting aids and using multiple people. Some workers especially older workers and workers that have been in the same industry for a extended period of time will not take safety precausions seriously sighting how manual tasks were performed when first started working in a similar role.

	Assisting with implementation

	The methods that would be used to assist implementing the measures and actions into the workplace would include creating a written procedure and process for the different types of manual tasks that could be considered hazardous when performed the wrong. The procedures and processes with be explained to affected employees with workers bein signed off when they are able to perform the manual handling techniques shown. Toolbox and talks and one on one conversations with be used to create open dialog with workers that give them feedback to ensure that implemented steps are effective. Adequate training regarding mechical aids will also be carried out with workers being signed off on performing the correct procedures. 




	Name and describe Hazard 2

	Injury from handling sharp Glass
Cut and lacerations from handling sharp glass.

	Measures and actions to resolve hazard

	[bookmark: _GoBack]The documents used in the forming the risk control recommendations include the WHS Act and Regulation when formulating risk controls to ensure the control is fulfil the PCBu due diligences and all other WHS obligations.  The Hazardous Manual Tasks – Code of Practice is used as a guide in regards creating training on how to lift glass safety. Standards are also used in deciding on measures to resolve hazards in the workplace. The standards used are AS/NZS 2161.3:1998 (EN 388:1994) and AS/NZS 2161.2:2005 which relate to protective gloves and what quality should be used to provide adequate training and Australian and New Zealand Eyewear Standard AS/NZS 1337.1:2010 to ensure adequate eye protection is provided. The measures and actions that are to be recommended to be implemented include process and procedure on training to workers to safety lift glass this will increase the amount of control workers ave and will reduce the risk of workers loosing control of the glass they could injure them. In the heiarchy of control this risk control would be covered under the administration section. Another control measure providing workers with adequate PPE including gloves, gualets, eye protection and leather apons. This protect the worker from being cut in these areas that will commonly come into contact with glass. Regarding the hierarchy of control these reccomentation would fall under the PPE section of the system. These control measures should not affect the workplaces workflow and planning with the additional PPE work can continue in the same way. The manual handling glass training will take time away from work temperately but will return to normal will only change again when refresher training is under taken.

WHS Act
WHS Regulations 
Hazardous Manual Tasks – Code of Practice
Australian/New Zealand Occupational Protective Glove Standards
AS/NZS 2161.3:1998 (EN 388:1994) Protection Agaianst Mechanical Risk
AS/NZS 2161.2:2005 – Glove Standards 
Australian and New Zealand Eyewear Standard AS/NZS 1337.1:2010


	Communication of recommendations

	As a workgroup supervision a wide range of communication techniquies to relay the recommendations to be impliemented effectively. The ways these recommendations will be communicated include toolbox talks with all workers ensuring everyone understand what is being communicated by crafting the message in such a way that it take into consideration the varying abilities and back grounds of the workers so it is easy to understand but contains all necessary information. In the Toolbox talks questions and inquiries from the workers will be encouraged to have feeback from workers to take into consideration. One on one conversations will also be used as a more personable way to source feedback and find out the opinions of the recommendations being put forward. Email bulletins will also be send out to ensure everyone has a perment source of what has been put forward. Meetings will also be carried out with the WHC, HSR, the PCBU and other duty holders to discus the risk control recommendations and to ensure the PCBU and other duty holders are aware of what WHS obligation they must fullfill.

	Possible inadequacies of risk controls

	Possible inadequacies of risk controls that may arise from their implementation include PPE not being readily available when it is needed leading to bad habits of less PPE being used. Training on how glass should be lifted safety is not adequate and/or specialised. The quality of PPE sourced by the business being not high enough to give workers sufficient protection from hazards. 

	Effect of culture on implementing measures and actions

	The ways that the workplace culture could effect the implementation of the risk control measures and action would consist of workers not taking the risk seriously and reverting back to not wearing adequate PPE. This happens especialy with older workers and/or workers that have been in the same industry for a extended period of time and want to continue to work the same way they did when they first start when WHS in the workplace was taken as seriously as it is now. 

	Assisting with implementation

	How I wil assist in the implementation of control measures will include assisting in the creation of WHS processes and procedures that intergrate the control measures mention above so everyone has clear idea was they need to do to fulfil their whs obligations in the workplace. I will assist in providing adequate training to safety lift glass with workers being signed off when doing so. The sign off will documented to ensure everyone is training and new staff are to be trained also. I will make PPE to be easily supplied to workers when every they need to replacements to stop workers using warn out PPE. Meetings with the PCBU, other duty holders and managers will be carried out to ensure they are aware of what resouces they need to provide to fulfil their WHS obiligations.
 




	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
	





PCBU


Management


Supervisor: Workgroup 1


Supervisor: Workgroup 2


Supervisor: Workgroup 3


Workers


Workers


Workers
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