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BSBWHS406A
Assist with responding to incidents
For information on the courses the CSTC offer, please contact:
Brisbane, PO Box 51, Moorooka  QLD  4105
Phone: 07 3373 8888, Fax: 07 3373 8899 or Email: brisbane@cstc.org.au

Construction Skills Training Centre 
We are here to improve your future 

Quality instruction, service, fairness
and integrity - always

Our Purpose
CSTC's purpose is to ensure the building and construction industry's long term investment in the workforce through maintaining a commitment to the training and ongoing development of industry workers.  CSTC encourages individuals to achieve the highest level of skill and knowledge possible in their chosen vocational area, therefore resulting in improved self esteem, personal growth, employment opportunities, safety into the workplace and quality of life.

Vision
CSTC strives to be recognised as a learning centre of excellence for vocational education and training.  We are an organisation that continually strives to achieve the highest possible standards of education, training and consultancy services specific to the building, construction and other related industries.
CSTC provides training in the following areas:
Occupational Health and Safety
Road Construction
High Risk Work Licenses – Scaffolding, Dogging, Rigging, Forklift, Crane operation
Bridge Construction
Plant Operations
Tunnel Construction
Confined Spaces
Pipe Laying
First Aid
Trenchless Technology
Asbestos Removal
Bitumen Surfacing
Concreting
And much more!
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ASSESSMENT FOR BSBWHS406A

	Student name
	Kerry Harman

	Date of assessment submission
	16/04/2015


	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. 
· Third Party Report: You will be required to have a third party 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
	L24 300 Queen St Brisbane

	Workgroup
	Carpenters



	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.



	
	Party 1
	Party 2

	Name of individual or party
	PCBU
	Worker

	Name and relevant section of WHS legislation
	Workplace health and safety act 2011 section 38
	Workplace health and safety act 2011 section 38

	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.
	A person giving notice by telephone must—
(a) give the details of the incident requested by the
regulator; and
(b) if required by the regulator, give a written notice of the
incident within 48 hours of that requirement being
made.

	Method for communicating requirements
	Safety committee meetings, emails and phone calls
	Site Inductions, Daily pre start meetings and toolbox talks

	Your role in meeting requirements
	1) 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.
 (2) The notice must be given in accordance with this section and by
the fastest possible means.
(3) The notice must be given:
(a) by telephone; or (b) in writing.
Example: The written notice can be given by facsimile, email or other electronic
means.
(4) A person giving notice by telephone must:
(a) give the details of the incident requested by the regulator; and
(b) if required by the regulator, give a written notice of the
incident within 48 hours of that requirement being made.
	The regulator is notified immediately after becoming aware that a
notifiable incident has arising. 
 (2) The notice must be given in accordance with this section and by
the fastest possible means.
(3) The notice must be given:
(a) by telephone; or (b) in writing.
Example: The written notice can be given by facsimile, email or other electronic
means.
(4) A person giving notice by telephone must:
(a) give the details of the incident requested by the regulator; and
(b) if required by the regulator, give a written notice of the
incident within 48 hours of that requirement being made.



	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:
a) WHS policy
b) WHS procedure
c) WHS process
d) WHS system

For each:
· Summarise its requirements regarding notification, reporting and documentation of incidents.
· Explain how you assist with notifying, reporting and documenting incidents in line with these requirements.



	
	Name of document
	Summary of requirements
	Your role with notifying, reporting and documenting incidents

	WHS policy
	incident procedure
	INJURIES:
All injuries are reported to the desiganted First Aid Officer in the workplace. 
Ginkgo Fitouts records all injuries on the Register of Injuries. 
Where the injury requires medical attention or off site treatment, Ginkgo Fitouts completes an Incident Investigation Report.
Copies of Incident Investigation Reports are provided to the principal contractor, as required.
INCIDENTS:
For all incidents involving near misses, property/plant damage or injury to the public or the environment, Ginkgo Fitouts investigates and records the details in an Incident Investigation Report. 
Copies of completed Incident Investigation Reports are provided to the principal contractor, as required.
NOTIFIABLE INCIDENTS:
Ginkgo Fitouts reports all notifiable incidents to the relevant Authority.
Where such an incident has occurred, Ginkgo Fitouts considers whether the site needs to be preserved for investigation by the relevant Authority.
RECORD KEEPING:
Ginkgo Fitouts keeps records of incidents and injuies in accordance with Statutory requirements. 
	All persons are to be site inducted so they are educated as to how first aid procedure is conducted.
Follow up first aid procedure or any changers via pre start or tool box meetings.

	WHS procedure
	incident procedure
	Ginkgo Fitouts completes an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
The principal contractor will be informed immediately in the event of the above.  Following discussions with the principal contractor, a decision will be made as to who will conduct the incident investigation.  The principal contractor will be provided with a copy of the completed Incident Investigation Report.
	Complete an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
Inform the principal contractor immediately in the event of the above.  When a decision is made as to who will conduct the incident investigation assist in any way possible.  Provide all parties involved with a copy of the completed Incident Investigation Report.

	WHS process
	incident procedure
	Ginkgo Fitouts completes an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
The principal contractor will be informed immediately in the event of the above.  Following discussions with the principal contractor, a decision will be made as to who will conduct the incident investigation.  The principal contractor will be provided with a copy of the completed Incident Investigation Report.
	Complete an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
Inform the principal contractor immediately in the event of the above.  When a decision is made as to who will conduct the incident investigation assist in any way possible.  Provide all parties involved with a copy of the completed Incident Investigation Report.

	WHS system
	incident procedure
	incident procedure
	incident procedure



	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:
a) WHS procedure
b) WHS process

For each:
· Summarise its requirements regarding providing first aid.
· Explain how you assist with meeting the requirements. 



	
	Name of document
	Summary of requirements
	Your role in meeting requirements

	WHS procedure
	First aid / incident procedure
	Ginkgo Fitouts completes an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
The principal contractor will be informed immediately in the event of the above.  Following discussions with the principal contractor, a decision will be made as to who will conduct the incident investigation.  The principal contractor will be provided with a copy of the completed Incident Investigation Report.
	Complete an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
Inform the principal contractor immediately in the event of the above.  When a decision is made as to who will conduct the incident investigation assist in any way possible.  Provide all parties involved with a copy of the completed Incident Investigation Report.

	WHS process
	 First aid / incident procedure  
	For minor incidents first aid officer is to be contacted both the Ginkgo fitouts officer and principle contractor’s first aid officer.  The injured person if able is to proceed to the site office.  The first aid officer will administer first aid and give basic advice concerning the injury and possible need for further treatment.  If further treatment is needed the injured party is to be transported to the closest doctor/hospital accompanied by a Ginkgo supervisor.  The supervisor is to remain with the injured party and report back to Ginkgo fitouts the outcome of the consultation.  There will then be an investigation to determine what part if any of the system failed. 
	Complete an Incident Investigation Report in the event of any injury involving medical attention or off site treatment or in the event of any incidents involving a near miss, property/plant damage or injury to the public or the environment.
Inform the principal contractor immediately in the event of the above. Escort injured party to closest medical help (if necessary).  Report outcome of medical consultation to Ginkgo Fitouts and principal contractor. Record the incident on an incident report form and present to all parties involved. Ensure that a record is filed for further reference if and when required. 



	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 from who you would collect the information and data.
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. 
· Consider incident causation and injury processes.
d) Explain what type of additional information and data you may access to supplement it and where you would obtain it.



	
	Data Type 1
	Data Type 2

	Type of information or data
	Incident Report Form
	Witness Report Form

	Collected from
	 If they are able the person involved in the incident. If they are not able to communicate  any other workers or witnesses in the area.   
	Talk with any persons in the area who may have witnessed the incident. Ask them to explain in detail what occurred.

	How it is collected
	Talk with the person who was involved in the incident if they are able to do so. Also interview any workers or people who witnessed the incident.    
	Talk with any persons in the area who may have witnessed the incident. Ask them to explain in detail what occurred fill in incident report form in as much detail as possible. 

	Necessity
	All information no matter how trivial should be recorded and filed so it can be used as a reference to avoid any recurrence of the same incident in the future. An audit of company policy and procedure should be carried out  after an incident to ensure that they are up to date if changes need to be made.
	All information no matter how trivial should be recorded and filed so it can be used as a reference to avoid any recurrence of the same incident in the future. An audit of company policy and procedure should be carried out  after an incident to ensure that they are up to date if changes need to be made.

	Additional information
	Use the internet to accuse up to date information on sites such as work safe Australia for Australian standards and codes of practise to ensure that the company’s safe management plan is current and up to date. 
	Use the internet to accuse up to date information on sites such as work safe Australia for Australian standards and codes of practise to ensure that the company’s safe management plan is current and up to date. 



	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. 
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)
	Show investigators where the incident occurred, show them any photos that are relevant or drawings/ plans that have been made when the incident took place. Supply investigators with any reports/ document that have been filled out thus far. Ensure if possible that the person or persons involved in the incident are available for the investigators to interview as well as any witnesses. If any parties are not available try to ensure that the report form are filled out and copies are passed on to investigators.

	b)
	Try to attain the scene of the incident as soon as possible to gain firsthand what occurred. Interview the person/persons involved and any witnesses separately while the details are still fresh in their minds. Insure the area is closed off. Take pictures or draw a diagram of the scene for future reference. Ensure copies are made of all documentation so they can be reviewed at length and any changes made to company policy as soon as possible.

	c)
	It is necessary to review during safety audits or after an incident all previous reports that have been compiled to ensure that all the company’s safety documents are up to date. Changers to safe work method statements or the company’s safe management plan may have to be amended to reflect what the audit has revealed.It is also important to ensure that in the reports there is no similar incidents or illnesses as this would be an automatic cause for concern and an inquirer to be set up as soon as possible.

	d)
	The onsite first aid officer to assist with the incident .Then as soon as practical contact the rep for the principal contractor/ site supervisor and then the company’s managing director. All parties should be bought up to date on a regular basis with any information with how the investigation is proceeding and any outcomes.  



	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.



	
	Hazard 1
	Hazard 2

	Describe hazard
	Excessive noise in the work place
	Working near energised electrical parts

	Measures and actions
	• Identify whether the noise under investigation is excessive or not
• establish the noise characteristics and the daily duration of exposure
• identify all persons likely to be exposed to excessive noise
• identify all items of plant and equipment likely to cause excessive noise
• obtain information on work practices and associated noise sources
• identify what higher order controls can be put in place to reduce noise level exposure
• check the effectiveness of measures taken to reduce noise level exposure
• choose appropriate personal hearing protectors for those workers and other persons exposed to risks from excessive noise
• define designated hearing protection areas at work.
The two categories in the Hierarchy of controls to reduce or eliminate the risk are
 1) Control the hazard by administrative means.
 2) Provide and use Personal Protective Equipment (PPE).
The only time outlay should be during toolbox meetings to ensure that workers are aware on correct use of PPE and where the company supplied ear plugs are located.  
Training should be provided to all staff responsible for purchasing of plant, noise control equipment and personal hearing protectors.
 https://www.worksafe.qld.gov.au/injury-prevention-safety/workplace-hazards/noise/managing-risks
AS/NZS 1269: Occupational noise management
Managing noise and preventing hearing loss at work Code of Practice 2011
	Hazards from electrical equipment or installations may arise from:
 • the design, construction, installation, maintenance and testing of electrical equipment or electrical installations
 • design change or modification
 • inadequate or inactive electrical protection
 • where and how electrical equipment is used. Electrical equipment may be subject to operating conditions that are likely to result in damage to the equipment or a reduction in its expected life span. For example, equipment may be at greater risk of damage if used outdoors or in a factory or workshop environment
 • electrical equipment being used in an area in which the atmosphere presents a risk to health and safety from fire or explosion, for example confined spaces
 • type of electrical equipment. For example, ‘plug in’ electrical equipment that may be moved around from site to site, including extension leads, are particularly liable to damage
 • the age of electrical equipment and electrical installations 
• work carried out on or near electrical equipment or electrical installations, including electric overhead lines or underground electric services, for example work carried out in a confined space connected to plant or services.
Substitution Replacing a hazardous process or material with one that is less hazardous will reduce the hazard, and hence the risk. For example, it may be reasonably practicable to use extra-low voltage electrical equipment such as a battery-operated tool rather than a tool that is plugged into mains electricity. Isolation preventing workers from coming into contact with the source of an electrical hazard will reduce the risk.
• Use engineering control measures to minimise the risk, for example installing residual current devices (commonly referred to as safety switches) to reduce the risk of receiving a fatal electric shock.
• Administrative controls involve the use of safe work practices to control the risk, for example establishing exclusion zones, use of permits and warning signs.
• Use of PPE , protective eyewear, insulated gloves, hard hats, aprons and breathing protection.
https://www.worksafe.qld.gov.au/
__data/assets/pdf_file/0007/59677/es-code-of-practice-risk-management.pdf
Electrical safety code of practice 2013

	Communication
	Ensure that any outcome or recommendations from an investigation are conveyed back to workers though pre start meetings, tool box talks also in writing posted on a notice board ,emails etc. Use an interpreter if one is required.
	Ensure that any outcome or recommendations from an investigation are conveyed back to workers though pre start meetings, tool box talks also in writing posted on a notice board ,emails etc. Use an interpreter if one is required.

	Possible inadequacies
	Signage may not be erected in affected areas where it is visible to all workers this should be corrected immediately. All persons working either in or around these areas must wear suitable PPE either ear plugs or ear muffs. These areas of work should be monitored to ensure that workers are compliant.   
	RCD devices not being readily available onsite. Age of electrical equipment or tools not being upgraded in a timely fashion due to the cost. Test and tag out of date due to not being checked on a regular basis.

	Effect of culture
	Workers may not like the feel of ear plugs and resort to putting their hands over their ears when there is excessive noise. Some workers not willing to spend the time to ensure they have the correct PPE for the job task before they start.
	Workers in a culture of “she be right mate” with out of date text & tag on tools.Workers not wanting to pay for or be held responsible for their own test and tag.

	Assisting with implementation
	Talk to all workers. Assess whether they understand how to use ear plugs correctly. Suggest ear muffs as an alternative means of hearing protection. 
	Ensure RCD devices are readily available onsite. Take it upon the company to test and tag every three months at the company’s expense. Ensure a log is kept onsite and up to date.






	Outcome for Activity 6
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
	     







QUIZ

	QUESTIONS
	CORRECT

	1. The Work Health and Safety Regulations 2011 (Qld) are more industry-specific and outline requirements for WHS for a range of types of work. Which of the following types of work are referenced under the Regulations? Select all that apply. 
	☒ 	Diving 
	☒ 	Demolition 
	☒ 	Asbestos
	☐ 	Decorating
	
	☐

	2. 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

	☐

	3. 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



	☐

	4. 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
	     





THIRD PARTY REPORT

You are required to have a suitable third party to verify your ability to complete the following:

	SKILLS
	VERIFIED

	1. Assist investigators and provide relevant information during investigations.

	☒

	2. Use appropriate techniques when participating in workplace investigations.

	☒

	3. Review reports on incidents, injuries and illnesses.
	☒

	4. Contact responsible persons and relevant authorities when required.

	☒

	5. Communicate recommendations arising from investigations to relevant others.

	☒

	6. Assist with measures and actions appropriate to own job role and work area.
	☒

	Name of third party
	Andrew Murchie

	Role of third party 
(Confirm their suitability to sign report)
	Managing director 

	Date of report completion
	2/02/2015
	Phone number of third party
	0423659931

	Email address of third party
	andy@ginkgofitouts.com.au




	Outcome for Third Party Report
	☐ Satisfactory 	
☐ Not satisfactory

	Trainer/Assessor comments
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