BSBWHSA416

LEARNER GUIDE




BSBWHS416 Contribute to Workplace Incident
Response

Learner Name:

Learner ID:

Learner Contact Number:

Learner Email Address:

Date Training
Commenced:

This Book Contains:

[] Course Information.
[] Review Questions.

$
&

BSBWHS416 Contribute to Workplace Incident Response
Learner Guide
Page 2



Table of Contents

3 0 T 1 1 o Yo [T ot o o) o T

1.2.1 Legal FrameWOrK.....uuuuuiii i ieeiiiiee s e e sesr s s s s s e e e snss s s s s s s rrr s e s s s e s e e nn s e e e e e e rnnnnn s eaeenenes
1.2.1.1 Harmonisation of Work Health and Safety Legislation...........ccccceveviiiiiiiiiiiicciniiinns
1.2.1.2 Key Elements of Work Health and Safety Legislation ..........cccccniiiimineinniiinnnns
1.2.2 Organisational WHS PolicieS and ProCeAUIES ........cceeiiriiiiureerieaeeeesmreeee e e e e sssnreeee e e e s s emmsee e .
1.2.3 WHS Responsibilities of Workplace Personnel........ccooovvveiiiiiiiniiinnissssssssssssssssnann . h.,. . A4
1.2.3.1 Duty to Provide First Aid........ccooiiiimmiiminniiiiin e ... 11
REVIEW QUESLIONS ...oeeeeeeriiisieseeerrsssss s s s s ssrrrnsssssssssernrssansssssessnnnsssnssssssrrnnsnnssnssseseenssnnss SRRRRRENRN: - SRgaanetn ety o e 12

1.3.1 Workplace Communication and Consultation .........c.uuceeriiiieeeimiiienncceeriieeeeee e e . ATUUURRTT 14
1.3.1.1 Communicating Information ..........cccceeiiiiiiniini s TS 15
1.3.1.2 Presenting INformation ........c.coooooocememeeieennsesereeee e ee e e 16

REVIEW QUESTIONS ....ceeeiiriiiiiisseerrnsssss s s ssseerssssesssssssensssnssssssssssssssnnssessssrnnnnnnnnss AQRRRRRRATIRI e n R oo eeecrennsneeeeeeennnes 17
2.1 Assist with First Aid.........ccceimimrmre s s s s nenens — & .1
2.1.1 First Aid ProCEAUIES ......uiiiieeiiiiiiiiiiiesiiiisessnisssesssssrsssssessssssessssnseess s diReke s hauunatee s i e cev o diatrs s srennnssernnsssennnnnes 18

2.1.1.1 Keeping Notes of Incident and First Aid Treatment..........c......... T A 19

ReVIEW QUESHIONS ....cvuuiiiieiiiiierii s er s e s e s s e s e s s e rr s e ran s e enns LS. ... 19
2.2 Assist with Incident Notification and Meeting Lége R —.1 1
2.2.1 Notifiable INCIAENLES .....ceeriiiiieiiirieeiee e e e ersnreeeeee e SRR TQERRRRRER, oo S ¥neeeeceeaeeeesnnnneeeeeseesmnnnneneas 21

2.2.2 Internal Notifications and Reports .................... . .. e 21

2.2.3 Local Legal Requirements for Incidents ............ . ...\ A 22
ReVIEW QUESLIONS .....ccvvvviiiiiiiierrrenns s rrrrnnnns s seeeeeees SRt s 00e s R e e e e e ettt s s s s e e e ceens s e s e s e e rrnn e e e s e e rennn 23
3!1 Gathering Incident Information and Dat lllllllllllllIlllIlIlIllllllllllllllllllllllll24
3.1.1 Collecting Information at the Scene PP 24

0 P 0 O 1 0 = V1= N 24
3.1.1.2 Observation and EVIENCE .....cvvuuiiiieeiieee fereenat e i oo ceveieeeeeaesseeaessesssaseessaassesssasssrassssrasstsesassssesssnnsersnnns 26
3.1.1.3 Photographs and Videos................ - PP PO PPPPPPTPPTIN 27
3.1.2 Actions and Events Prior to the Incident....S ettt ren e reeearreeea e e errh et e e e rra e e ra e rar e rrraa, 27

Review QUESLIONS ......cccvvveiieiiieecrrene e DS Wi e e aa 29
4.1 Assist Incident Investigators G 1 |
4.1.1 Investigating Workplace Incid et e e e eeeteeeeeeeesaaeeeeeeerrrraaaeeeeeerrrrarareeeeerrraaaraaererrran 30
4.1.1.1 Investigators ............... ? LTI - ... e e 30
4.1.1.2 Providing Assistance and InfQFMAtIDN (OMAVESEIGAtOrS ......cuuviiiiiiirrerriee e e e e e e e snnre e e e 31
ReVIEW QUESHIONS ...oeeeeeeeeee e . it et e e e e e ceeens s s s e s e e rensae s s e e e e e rr s n e s e e e e e e e ns s s eeeeennnnnnnnnnseesennnnnn 32
4.2 Review Existing Info R —
4.2.1 Sources of Existing Inf et 33
4.2.2 Gathering Industry S LRI . aaan 34
4.2.3 Reviewing Internal WS Do i . ... ccevvee i e e e e crretee e e e e s e e e e b s e e s e e e e eea s s e se e e e resnaaeeeeeseee s s e eeeaeeeennnnnnnnenanns 34
.................................................................................................... 35
............................................................................................................... 35

Itants or Specialist WHS Practitioners ..........ccoeeeeererinnsmmeeeeee e esseneeeeeeee s 36
.................................................................................................................. 36
.............................................................................................................. 36
.......................................................................................................................... 37

e Persons and Authorities .........cccummmninmmsinnmsnnmsneesee. 38
........................................................................................................ 39
........................................................................................................................... 39
.......................................................................................................... 40
........................................................................................................................................... 40

BSBWHS416 Contribute to Workplace Incident Response
Learner Guide
Page 3



4.4 Report Recommendations........cciummeemmmmssimmmsmmmsssmmssssmmsssmmsssssmsssssmnssssmnssssnnasssnnnssnnns
4.4.1 Communicating Recommendations
Review Questions

4.5 Consider Options and Implement Control Measures ........ccoiirermsnnanasnnnnns
4.5.1 Control Strategy OPLiONS. ......uiiiiierreieiee e e e e e snr e e e e e e s nnrne e e e e e s
4.5.2 Planning NeW CONErOl MEASUIES ......uuuuruurrrerrrnrrnssssnsssnssssssssssssssssssssssssssssssssssssssssssnssssnssnnes

4.5.2.1 Obtaining Approval for Control Measures
4.5.3 Implementing New Control Measures
Review Questions

4.6 Communicating Control Measures .......c.issurmssmmmsmnnssssnsssassnsnssnnnns
4.6.1 Communicating Changes to WHS Controls
Review Questions

BSBWHS416 Contribute to Workplace Incident Response
Learner Guide
Page 4



actions and activities undertaken in response to incidents as pa

1.1 Introduction
_ This training course is based on the national unit of competency BSBWH
. Contribute to Workplace Incident Response.
% This unit applies to people who work in a broad range of work health a
WA \4% . (WHS) roles across all industries, including individuals who assist I
It describes the performance outcomes, skills and knowl e th
actions and activities performed in response to incide

After completing this course participants will have the knowledge and ability to
assist with:

# Identifying legislative and other requirements.

# Implementing initial response procedures.

# Collecting WHS information and data relevant to an investigation.

# Incident investigations.

# Implementing recommended actions arising from investigatio
NOTE: The terms Occupational Health and Safety (OHS) and

Safety (WHS) are equivalent and generally either can be us
term WHS will be used throughout this training course.

1.1.1 Common Terms and Defix

Definition

VHS, including workers compensation. You can

Comcare .
on on the Comcare website: comcare.gov.au

Due Diligence 8 its work health and safety obligations. In short, they have

Duty Holder

edures followed to assist an injured or sick person in the initial moments
iter an injury or illness has occurred prior to the arrival of medical
professionals.

An elected person in the workplace who represents employees on WHS
matters. May also be referred to as WHS representative.

An ‘Officer’ is a person who makes, or participates in making, decisions that
affect the whole or a substantial part of a corporation. This includes Health
and Safety Representatives (HSR).

BSBWHS416 Contribute to Workplace Incident Response
Learner Guide
Page 5



Definition

A ‘person conducting a business or undertaking’ (PCBU) replaces the term
‘employer’. A PCBU includes all employers, sole traders, principal contg
unincorporated associations, partnerships and franchisees. Voluntee
organisations that also employ people will be PCBUs.

Person Conducting a
Business or Undertaking
(PCBU)

Reasonably practicable is defined as action that is, or was at a part

R HEE Al time, reasonably able to be done to help ensure health and safeg

Work Health and Safety. Can also be referred to as Occ

RS Safety (OHS).

Work Health and Safety . . e,
Management System /s-\a:;,(tar;t(:r?;gogtlnn;s:t that details an organisation’s appro
(WHSMS) 9 '

A ‘worker’ covers employees, contractors, sub-
Workers employees), labour hire employees, outworke
experience students and volunteers.

Workplace Incident An event in which personnel in the worl

1.2 Identify WHS Legal Requi and Duty
Holders

Before assisting with incident response in the workplace, you
state/territory WHS legislative and regulatory requirements. This i
relation to a range of hazards and types of work.

entify the relevant commonwealth and
ifying WHS duty holders and their duties in

1.2.1 Le

WHS legislation | requirements for site and equipment safety
including ma h all other work activities. It also covers
requireme ncidents in the workplace.

The aimgi ety of everyone working on or visiting the site.
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You may need to collect and review information from a range of external WHS information sources to determine the
legislative duties and responsibilities of different personnel. Information may come from the following sources:

Laws/Rules

Explanation Example

These are legal requirements that must be
Acts followed. Failure to meet these requirements
can lead to prosecution.

Work Health and Safets

Regulations support the legislation by
providing more detailed information on duties
that apply to specific hazards, other
procedures and obligations. Regulations cover
general requirements for hazard identification,
risk assessment and risk controls for risk areas.

Regulations

Codes of practice are a set of ethical and
safety principles guiding the way the
organisation operates. They are not

Codes of Practice mandatory, like laws, but are voluntary code
They provide practical guidance on how to
meet the standards set out in the WHS A
the WHS Regulations.

: How to manage
safety risks.

These provide details and guideline
the minimum requirements for a j
or hazard control. They set
Australian Standards and procedures designed
services and systems ar
consistently perform th
intended to.

SO 45001:2018,
tional health and safety
anagement systems.

AS/NZS ISO 31000:2018 Risk
Management — Guidelines.

rm compliance and stay up to date with the
ing WHS duties and responsibilities.

External WHS information may be used by employers
rules and regulations outlined in standards and legisl

1.2.1.1 Harmonisation of Wor afety Legislation

the Commonwealth,
rmonised Work Health

In response to industry calls for gre
states and territories have agreed to i
& Safety (WHS) legislation to com 2.

While not all states and territories en e model WHS legislation as
of the time of writing, it is imp these changes, as all states and
territories will eventually impl

Harmonisation aims to deyelo
and protections for all w
and codes of practice,

onable and effective safety standards
ough uniform WHS laws, regulations
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1.2.1.2 Key Elements of Work Health and Safety Legislation

The legislation you are required to follow in the workplace will vary depending on the industry and the nature of

There are a number of common elements within WHS legislation and acts that apply to all workplaces:
There is a primary duty of care requiring persons conducting a business or
undertaking (PCBU) to ensure, so far as is reasonably practicable, the health
and safety of workers and others who may be affected by the carrying out of wo

A requirement that officers of corporations and unincorporated bodie
due diligence to ensure compliance.

safe systems of work to protect the safety of others in the workplace and activ
monitor these to ensure they are effective.

Safety measures are considered reasonably practicable when they
with what is or was at a time reasonable action to take to elimi
the workplace. When assessing what would be a reasonable
helpful to first consider what can be done to mitigate the ri
reasonable. Essentially, whatever can be done to make the
should be done unless it is unreasonable, and the implemen
process would be sufficient to reduce risk to an acceptable level.

WHS legislati rements for:

T uiréments for notifiable incidents.
/ \ 3¢ ¥ and registrations (e.g. for persons engaged in high risk
‘ . i ) u certain plant or substances).
: | : Vi r worker consultation, participation and representation at the

vision for the resolution of health and safety issues.

rotection against discrimination.
ill be negotiated within the workplace in

ith your Health and Safety Representative (HSR) or
on how these elements will affect your day-to-day
y concerns relating to health and safety.
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1.2.2 Organisational WHS Policies and Procedures

Workplace policies and procedures are a source of internal information. They aim to ensure that work is conductegysa
and efficiently.

Most organisations will set their own policies based on relevant legislation, regulations and codes of practice: a

workplaces are required by law to have a health and safety policy.

A WHS policy is a document confirming the PCBU’s support of safe work practices. The policy will usu
specific commitments addressing consultation requirements, risk management, incident response an

Procedure

e key system that the PCBU has in
Return-to-Work and place to manage ith injuries or illnesses. The program should
Injury Management reflect the cult actices and environment of the workplace. It
must also be insurer’s injury management program.

All staff trained in appropriate conduct to maintain WHS
in the es the correct use of PPE, how to operate

Training and Induction hin cy evacuation procedures. It is good practice to
C h new workers where all of these procedures are

ood understanding and to minimise risks.

ements are required under national legislation for any

as a high level of risk. Usually these kinds of projects are
large scale construction projects with multiple contractors on
WMS"identifies how a workplace is managing risks as well as how risk
ment procedures are to be implemented, monitored and reviewed.

Work Method
Statements (WMS)
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1.2.3 WHS Responsibilities of Workplace Personnel

WHS responsibilities vary depending on the job role of the individual in question. As a guideline, the following ta
some general responsibilities for duty holders in a workplace setting.

Stakeholder WHS Responsibilities

Consult with workers regarding health and safety matters
# Monitor the health of workers to minimise risks and WHS

# Exchange information about WHS risks and con
representatives and workers.

PCBU # Work with HSR and workers to resolve WHS is
workplace in accordance with the agreed proce

# Make sure the injured workers receive appr

# Provide workers with relevant information
procedures.

# Implement health and safety proce

Managers and # Implement, monitor and evaluate

Supervisors # Ensure any workers under their.
information, instruction and traini and safely complete
their work tasks.

# Be represented by a HSR ues or have a defined
system so that t
these issues.

Workers

esent workers in relation to WHS issues.
Health and Safety ing ‘and keep up-to-date with new information.
Representatives ions.

Ive WHS issues for those workers they represent.

e diligence to ensure that the business or undertaking
with relevant WHS laws.

Officers . . .
that there are processes in place for consulting with workers,
nd consulting, cooperating and coordinating with other duty holders.
If you are ever unsure n les and responsibilities or those of someone else, talk to your supervisor,

manager or HSR.
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1.2.3.1 Duty to Provide First Aid

WHS regulations state that a PCBU at a workplace has a duty to provide first aid. This
includes ensuring:

# The provision of first aid equipment for the workplace.

# That each worker at the workplace has access to the equipment.

# That each worker has access to facilities for the administration of first aid.
A PCBU must also ensure that an adequate number of workers are trained to administer
first aid at the workplace, or that workers have access to an adequate number of other
persons who have been trained to administer first aid.
You need to understand the legal factors relating to first aid and make sure that the

relevant duty holders in your organisation are also informed and understand their
obligations.

There are 4 legal factors relating to first aid:

Description

efuSe first aid treatment. If
ust attempt to gain consent

1. Consent Ny ; A
requiring first aid gives

from the casualty. Co
permission to receive

Once a person proceeds y must continue to do so until:
ody temperature, pulse, breathing).
gency medical services (EMS).

possible to continue.

as officially deceased by an authorised

2. Duty of Care

you are not qualified to do so could result in further
ictim. if the person providing first aid is not trained,
o carry it out, it is important they are aware that they
ictim for negligence. Negligence is a failure to properly
idual requiring first aid.

0 be seen to be negligent if they fail to provide an individual
orkplace with appropriate first aid care.

3. Negligence

4. Recording

You should a
organisation.

are familiar with the first aid and WHS requirements of your state/territory and
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Review Questions

m What are codes of practice?

N

WHS

In addition to duty of care and due diligence, what other requireme
legislation? List three (3) examples.
1

~§

§'
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m How do workplace policies and procedures support the WHS policy?

E Who may represent workers on WHS matters?

Q&

ers are trained in first aid?

m Who is responsible for ensuring an adeq

NS

N

: oviding first aid to a person, assuming the casualty remains in need
ide two (2) examples.
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1.3 Communicate Incident Response Requirements

It is important that you communicate the necessary information about W
requirements, duty holders, and workplace policy and procedures fo,
response to relevant individuals and parties.

When WHS issues arise or an incident occurs in the workplace, ev
know their obligations and what is required of them in relation t

1.3.1 Workplace Communication and Consultatio

The individuals and parties you need to communicate and consult with about WHS
matters and incident response requirements may include:

# Managers, supervisors and PCBUs or their officers.
# Workers.

# Contractors and subcontractors.
# Health and safety committees.

# Health and safety representatives.
# Unions.

# WHS entry permit holders.

# WHS inspectors and regulators.

Within your organisation there will be both f mmunication channels. You will need to access both as

part of your consultative processes: '
munication channels are organisational processes. They
ow communication occurs upwards and downwards through the
ional structure and sideways across departments.

mal communication channels are not structured. These are the
rmal networks that individuals set up within the organisation. They
ight include lunchtime conversations or informal requests for assistance.

You will need t
consultations
understanding
workers and senior

channels open to conduct your
ill help to motivate staff and reinforce their
t will also help to build relationships between

The under|

sultation is allowing all individuals and parties to have
g process, although leaders still have the final say.
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The first stage in consultation is to provide information to those involved about:

# What is being considered.

# The process for consideration.

# How a final decision will be made and who will make this decision.
The next stage is to make everyone involved feel comfortable enough to share
ideas. Some workers may be reluctant to participate, or they might feel negative
about the consultation process initially.
For consultation and participation to be effective, they need to be incorporated into
the culture of the organisation. Internal communication strategies should be used to

encourage feedback.

Wherever possible, two-way communication should be encouraged.

1.3.1.1 Communicating Information

Communication skills are essential whe WHS matters and

providing information about incide

You need to ensure that your m
the desired outcomes ar

rly and accurately and that

In your workplace, y
different backgrounds div ilities.

te with individuals and parties from

Your information must be presented in a manner that everyone u
method of communication to the needs of your aud

ien
To avoid verbal communication barriers, try:
# Speaking slowly and clearly.
# Using simple words and short sente
# Avoiding use of jargon, slarl e
# Asking questions.
# Paraphrasing to check t
For workers with limited Engl organisation could consider:
# Individual sessi

ime for questions.

ou will therefore need to tailor your

relevant language.

ou have a good understanding of the diverse range of backgrounds and abilities of all individuals and
lace to help with your communication.
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