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1.1 Introduction 
 
This training course is based on the national unit of competency BSBWHS406 
Assist with Responding to Incidents. 
 
This unit applies to people who work in a broad range of WHS roles across all 
industries, including individuals who assist with the range of actions and 
activities undertaken in response to incidents as part of their work health and 
safety (WHS) role. 
 
It describes the performance outcomes, skills and knowledge required to assist 
with actions and activities performed in response to incidents. 
 
 
 
 

 
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 investigations. 
 

 Incidents may include accidents. 
 
NOTE: The terms Occupational Health and Safety (OHS) and Work Health and Safety (WHS) are equivalent and generally 

either can be used in the workplace. The term WHS will be used throughout this training course. 
 
 
 
 

1.2 Identify WHS Legal Requirements and Duty 
Holders 
 
Before assisting with incident response in the workplace you will first need to identify the relevant commonwealth and 
state/territory WHS legislative and regulatory requirements.  
 
This includes identifying WHS duty holders and their duties in relation to a range of hazards and types of work. 
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Many specific details relating to WHS will be negotiated within the workplace in accordance 
with the legislation.  
 
It is important that you speak with your Health and Safety Representative or supervisor for 
more information on how these elements will effect your day-to-day operations, or if you 
have any concerns relating to health and safety. 
 
A list of common WHS terms and their definitions can be found in Appendix A. 
 
 
 
 
 
 

1.2.2 WHS Regulations 
 

Regulations are the administrative legislation that constrain rights and allocate 
responsibilities.  

 
They are more specific to the topic at hand and give particular advice on proper 
handling of issues and have set minimum standards to follow within the codes of 
practice. 
 
Regulations support the Acts. They impose mandatory requirements for 
managing WHS. 
 

 
 
 
 
 
WHS regulations cover general requirements for hazard identification, risk assessment and risk controls for high risk 
areas, such as: 
 

 Hazardous substances. 
 

 Competency standards for users and operators of industrial equipment. 
 

 Occupational noise. 
 

 Plant. 
 

 Confined spaces. 
 

 Manual handling. 
 

 Storage and handling of dangerous goods. 
 

 Major hazards facilities. 

 
 Electrical safety. 

 
 Driver fatigue. 

 
 Construction work. 

 
 Working at heights. 

 
WHS regulations also supplement the Act by providing more detailed information on duties, obligations and procedures 
that apply to a range of hazards, types of work, and industries in relation to incident response. 
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1.2.4.2 Reporting of Incidents 
 

Each incident should be investigated with the result of the investigation being 
reported to senior management.  
 
These incident reports should be comprehensive and contain recommendations to 
ensure a repeat of the incident is minimised.  
 
Each organisation should have an investigative procedure which meets the 
Australian standards. 
 
 
 
 
 

1.2.4.3 Record Keeping 
 

Legislative requirements for record keeping will vary in both amount of time records 

need to be kept and in the details that must be recorded.  
 
Commonly records should be kept for any incident or accident, policy, procedures, 
chemical, hazardous substance, risk or hazard within the workplace. 
 
 
 
 

 
 

1.2.4.4 Confidentiality 
 

It is a requirement that any personal information you acquire during your work 
activities be kept confidential.  
 

This could include information relating to injuries or illnesses, occupationally 
acquired or not. 
 
You may also need to explain to others the requirements for the maintenance of 
records that relate to occupational injuries and disease.  
 

 
 
 
 
Each state and territory may have slight variations in this legislation, so it is advised 
that the most current requirements are checked before advice is offered. 
 
A person administering first aid during an incident also need to be aware of privacy 
legislation that protects medical data from being circulated to the general public and 
to be handled by authorised workers on a need-to-know basis. 
 
Each organisation will have policies and procedures for safeguarding sensitive 
medical information. Remember, there are consequences and legal implications 
should patient information be leaked. 
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Duty holders may include persons as specified in WHS Acts such as: 
 

 Persons conducting businesses or undertakings (PCBUs) or their officers. 
 

 Workers. 
 
 
 
 
 
 

 
Duty holders may also be other persons at a workplace, including: 
 

 WHS representatives. 
 

 WHS inspectors, regulators, committees. 
 

 Contractors and sub-contractors. 
 

 Self-employed persons.  
 

 Persons in control of workplaces. 
 

 Members of the public. 
 

 Customers. 
 

 Suppliers. 
 

 Designers, manufacturers, importers, and suppliers of plant. 
 

 Erectors and installers of certain plant. 
 

 Manufacturers, importers and suppliers of substances. 
 

 Unions. 
 

 WHS entry permit holders. 
 

 
 
 

1.2.5.1 Legal Issues and First Aid 
 
In some workplace incidents first aid will be required. Most organisations have a 
designated person who is trained to administer first aid. 
 
As a WHS specialist, 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. 
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First Aid and Duty of Care 
 
Once a person starts first aid they are under a legal obligation to continue to provide first aid care until: 
 

 Vital signs return. 
 

 Paramedic assistance arrives from emergency medical services (EMS). 
 

 Exhaustion makes it impossible to continue. 
 

 An authorised person declares the casualty as officially deceased. 
 
This legal obligation to care is known as ‘duty of care’. 
 
 
 
Duty of care is a broad ranging legal principle.  
 
In relation to the provision of first aid a person is under no legal obligation to provide treatment, unless they have a 
previous duty of care to the injured person. 

 
Some examples of where a duty of care to provide first aid exists include cases 
where: 
 

 You are a worker who is trained, qualified and designated as a first aid 
officer in a company who has a duty of care to provide first aid to workers 
in the company. 

 
 You are responsible for the person injured. 

 
 You are an official first aid volunteer at a public event. 

 
 You have commenced giving first aid in an emergency. 

 

 
 
 
In a situation where first aid is being provided under duty of care, it cannot then 
cease unless a medical practitioner or a person with better qualifications takes over 
on arrival at the scene.  
 
The duty of care is to do everything reasonable given the situation.  
 
If it is not possible to hand over to a medical practitioner, the casualty should be 
advised to seek professional medical assistance/advice. 
 
 
 
 
When determining if a duty of care existed, courts look to: 

 
 The nature of the relationship between the parties. 

 
 Whether the incident resulting in harm was reasonably foreseeable. 

 
 The proximity or causal connection between one person's conduct and the 

other person's injury. 
 
In the workplace, duty of care is also affected by WHS legislation and regulations, 
which outline the responsibilities of PCBUs to provide first aid facilities and first aid-
trained workers.  
 

The regulations may also detail the requirements of first aid kits and facilities based on the size of the organisation and 
the type of work environment. 
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1.2.5.2 Duties of a PCBU 
 

WHS legislation requires PCBUs, including managers and supervisors, to protect 
anyone at the workplace, whether workers, contractors, or members of the public, 
against any risks to their health or safety by eliminating or reducing risks as far as 
practicably possible.  
 
Specific legislative requirements may also apply to PCBUs in certain industry types 
or locations. 
 
 
 
 
 

 
PCBUs should: 
 

 Exchange information about WHS risks and controls with WHS 
representatives and workers. 

 
 Monitor the health of workers to minimise risks and WHS issues. 

 
 Work with WHS representatives and workers to resolve WHS issues within 

the workplace in accordance with the agreed procedure. 
 
 

 
 
 
 
Managers and supervisors have a duty to ensure that: 
 

 They follow health and safety procedures. 
 

 They implement health and safety procedures in their areas of control. 
 

 They implement, monitor and evaluate risk control measures. 
 

 Any workers under their control are provided with adequate information,  
 instruction and training to effectively and safely complete their work tasks. 

 
 
 
 

Duty to Provide First Aid 
 
The Model 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. 
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1.3 Identify Workplace Requirements for Incident 
Response 
 
Having determined the legal framework for assisting with incident response in your workplace, you need to identify the 
relevant organisational policies, procedures and processes. 
 
You should also consider the organisational culture as it impacts on the work team. 
 

 
 
 

1.3.1 WHS Management 
 

All workplaces are required by law to have a health and safety policy. Most 
organisations will set their own safety policies based on relevant legislation, regulations 
and codes of practice. 
 
The policies will be based on the nature of the business and will also cover ethical and 
moral obligations. 
 

Organisations can set their own rules, but they cannot set rules that contradict or 
breach legislation or regulations. 
 
The nature and scale of the risks faced by your organisation will drive its WHS policy 
and management system.  

 
 
 
Generally, WHS policies are built around principles and practices that may include: 
 

 Commitment to comply with relevant WHS legislation. 
 

 Commitment to establish measurable objectives and targets to ensure 
continued improvement aimed at eliminating work-related incidents, injury 
and illness. 

 

 Documenting, implementing, maintaining and communicating the WHS 
policy to all workers. 

 
 Effective rehabilitation management of work injuries and disease. 

 
 Injury and claims management. 

 
 Making WHS policy available to interested parties. 

 
 Return to work of injured workers. 

 
 Reviewing WHS policy periodically to ensure it remains relevant and 

appropriate to the organisation. 
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1.3.1.1 Workplace Culture and Safety 
 

A WHS management system will usually reflect the physical, social and mental culture of an organisation.  
 
It should involve a shared attitude towards safety, including beliefs, perceptions and 
values as to how everyone should behave in the workplace. 
 
The ethics of your workplace should be based on the business’s responsibility to 
carry out operations without causing harm to workers or the environment. 
 
While it may be impossible to conduct a business with absolutely no risk, ethics 
must be fundamental to determining the work processes, and the workplace and 
global environment. 
 
 
 
For WHS to be most effective, an organisation’s culture needs to be: 
 

Characteristic Practice 

Achieving Safety should be seen as a means to achieving business objectives. 

Self-actualising Stakeholders should have the integrity to admit mistakes. 

Humanistic-
encouraging 

Stakeholders should make efforts to support each other. 

Affiliative Stakeholders foster strong relationships. 

 
 

 
Some workplace cultures are based on fear and competition rather than cooperation. 
 
Workers may be more concerned about not upsetting others than fixing problems. 
 
They may be constrained by rules and feel that WHS is something they have to observe 
rather than want to uphold for everybody’s benefit. 
 
PCBUs, workers and others might lack interest, avoid commitment and pass 
responsibilities to others.  
 
There could be a focus on criticism and finding fault instead of working together to 
promote and improve the organisation’s WHS management system. 
 

Such a culture can result in problems such as increased incidents and accidents, stress, conflict, workplace disruption and 
performance management issues. 
 
 
 
To ensure that your workplace culture reflects management’s WHS goals and 
principles, it is important that all stakeholders are treated respectfully, and that the 

WHS policies and procedures that have been developed and communicated. 
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1.4 Communicate Incident Response Requirements 
 
It is important that you communicate the necessary information about WHS legal 
requirements, duty holders and workplace policy and procedures for incident 
response to the relevant individuals and parties. 
 
When WHS issues arise or an incident occurs in the workplace, everyone needs to 
know their obligations and what is required of them in relation to WHS. 
 
 
 
 
 

1.4.1 Workplace Communication and Consultation 
 
The individuals and parties you will 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. 

 
 WHS regulators. 

 
 
 
Within your organisation there will be both formal and informal communication 
channels.  
 
You will need to access both as part of your consultative processes. 
 
Formal communication channels are organisational processes. They describe 
how communication occurs upwards and downwards through the organisational 
structure and also sideways across departments. 
 
Informal communication channels are not structured.  

 
These are the informal networks that individuals set up within the organisation. 
 
They might include lunchtime conversations or informal requests for assistance. 
 

 
 
You will need to keep all communication channels open to conduct your 
consultations about WHS issues. This will help to motivate staff and reinforce their 
understanding of safety objectives.  
 
It will also help to build relationships between workers and senior management. 
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Even if two parties speak the same language, there can be verbal communication barriers, such as language, vocabulary 
and slang and local sayings. 
 
To avoid verbal communication barriers, try: 
 

 Speaking slowly and clearly. 
 

 Using simple words and short sentences. 
 

 Avoiding using jargon, slang or local expressions. 
 

 Asking questions. 
 

 Paraphrasing to check understanding. 
 
 
 

 
Non-verbal communication barriers relate to: 
 

 Facial expressions. 
 

 Gestures. 
 

 Personal space. 
 

 Posture. 
 

 Touching. 
 

 
 
 
In different cultures, the non-verbal communication cues we are used to may 

have different meanings.  
 
For example, in some cultures individuals signal “no” by nodding their head.  
 
Also, in some cultures raising your thumb is a vulgar sign. To avoid problems, 
watch your non-verbal communication cues. 
 
 
 

 
 
 
 
For workers with limited English abilities your organisation could consider: 
 

 Individual sessions. 
 

 Practical demonstrations. 
 

 Group sessions with extra time for questions. 
 

 Holding meetings in the relevant language. 
 

 Written translations. 
 

 Translated safety signs. 
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Presentation Formats, Strategies and Delivery Methods 
 
The following provide some examples of presentation formats, strategies and delivery methods that you may utilise: 
 

 Case studies. 
 

 Demonstrations. 
 

 Discussion. 
 

 Paper-based materials. 
 

 Whiteboards. 
 

 Guest speakers. 
 

 Group work. 
 

 Oral presentations. 
 

 Questioning. 
 

 Role plays. 
 

 Storyboards. 
 

 Presentation aids, materials and techniques. 
 

 Computer simulations and presentations. 
 

 Diagrams, charts and posters. 
 

 Audio. 
 

 Visual aids. 
 

 Scripts. 
 
 
 
 
 
 

Case Studies 
 
Case studies tell the story of a real person or group to explain a problem and 
how they dealt with it. They can be used to: 
 

 Create interest. 
 

 Help the audience identify with the information. 
 

 Illustrate key points. 
 

 Provide context for a particular point. 
 

 Motivate the audience to take action. 
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Questioning 
 
Questioning your audience can be used to: 
 

 Help generate discussions. 
 

 Confirm understanding. 
 

 Clarify points of confusion. 
 

 Encourage interesting debate. 
 
 
 

Role Plays 
 
Role plays generally involve the audience acting out defined roles in a set scenario. The scenario is usually based on a 
point that needs to be more closely examined. 
 

Role plays can be used to: 

Convey core information in a way that is easy to understand. 

Appeal to more senses to help the audience remember the information. 

Entertain the audience. 

Inject humour into the presentation. 

Encourage questioning. 

Present multiple arguments. 

Analyse problems from different perspectives. 

Convey complex ideas relating to ethical or emotional decisions. 

Provide insight and sympathy. 

Stimulate an audience to present opinions. 

 
 
 

Audio 
 
Audio can be used to enhance your presentation or help to illustrate key points. 
 
For example, you might like to use music to set the tone or mood for your 
presentation or play a recorded interview or messages from customers. 
 
 
 

 

 
 

Visual Aids 
 
Visual aids such as videos, posters or PowerPoint presentations can be used to 
set the tone, guide the presentation or illustrate key points. 



 

BSBWHS406 Assist with Responding to Incidents 
Learner Guide 

Page 33 

Diagrams, Charts and Posters 
 
Diagrams, charts and posters can be used to provide a visual representation of 
key points and to reinforce ideas. 
 
Visual representations help to present ideas in a simplistic form that is easy to 
remember. 
 
 
 
 
 
 

Paper-Based Materials 
 
You could supply paper-based materials to your audience. These can be taken away and referred to later. 

 
You might like to provide: 
 

 Print-outs of PowerPoint presentations. 
 

 WHS brochures and newsletters. 
 

 Samples of incident report forms. 
 

 More detailed information/fact sheets on specific WHS issues. 
 

 
 
 

Whiteboards 
 
Whiteboards are particularly useful for brainstorming activities or to write key 
points as you speak.  

 
This can help the audience keep track of your presentation and highlight your 
key concepts. 
 
 
 
 
 
 

Guest Speakers 
 
Guest speakers are an effective way of sharing expertise on WHS or showing a different point of view. They can also 
provide support for your organisation’s existing procedures and processes. 
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If there are hazards at the scene, then the first priority is to implement control measures 
so that they do not pose a threat to anyone, including rescue workers. 
 
These measures may include: 
 

 Eliminating or removing the hazard. 
 

 Using protective equipment. 
 

 Isolating the casualty from the hazard. 
 
Above all you must act quickly to make the situation as safe as possible. 
 
 
 
 

 
Your own safety is most important in any situation so it is important to reduce risks 
as much as possible, but do not allow the process to take so long that the casualty 
is worse off for lack of treatment. 
 
Where possible, get the people around you to help out with controlling hazards, 
provided they are trained to do so. 
 
You will then need to ensure that emergency personnel have been notified and that 
first aid is being administered to any injured persons.  
 

 
 
If the emergency personnel are already at the scene, make sure that they receive any necessary cooperation to complete 
their work. 

 
Remember that only authorised people should be administering first aid. This 
includes: 

 
 Paramedics. 

 
 Trained workers. 

 
 Emergency medical technicians. 

 
 Medical personnel. 

 
 
However, if the person is in immediate danger and a trained person is not around, you may need to take action. 
 
If the injured person is not breathing or is bleeding heavily they will need immediate assistance. If a person is bleeding 
significantly, you will need to apply pressure to stop the bleeding.  
 
The priorities when assessing an injured person can be remembered as the DRS ABCD Action Plan. 
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Response 
 
Check the patient’s responses by talking and touching them (squeezing their 
shoulders). This is referred to as the “Talk and Touch Method”. You might say: 
 

 Can you hear me? 
 

 What is your name? 
 

 Open your eyes. 
 

 Squeeze my hand, let it go. 
 
If the patient responds, they are conscious, breathing and have a pulse. A person 
who does not respond is unconscious and this is potentially life-threatening. 
 
 
 
 
 

Send for Help 
 
If you do not get a response, call 000 immediately. 
 
Dial triple zero [000] on a landline telephone, or ‘112’ from a mobile phone, for an 
ambulance or medical assistance as soon as possible.  
 
When speaking on the phone, try your best to maintain your composure, speak 
clearly to the telephone operator and try to answer all the questions as best you 
can. 
 
If you are alone, shout for help and seek assistance from work colleagues, 
supervisors, and anybody else close by. 
 

When calling emergency services, let the operator know the following details: 
 

 Where the emergency is – The more details the caller can provide the 
easier it will be for emergency personnel to find you. 

 
 What has happened. 

 
 What is being done – details of the first aid that is being/has been 

provided so far. 
 

 Your name and the number you are calling from – in case the call is 
dropped. 
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2.1.1.2 Keeping Notes of Incident and First Aid Treatment 
 

Once first aid treatment starts, the condition of the casualty must be 
continuously monitored and any changes documented, as well as treatments 
that have been administered.  
 
There should be a record how long the casualty remains unconscious, the use of 
CPR techniques, and any breathing and circulation problems. 
 
It is vital to keep track of this information throughout the treatment.  
 
Once documented it will provide an overall and comprehensive account of how 
the casualty is going.  
 

 
 
 
Documentation may include: 
 

 Written reports. 
 

 Casualty details. 
 

 Approved forms. 
 

 Verbal reports. 
 

 Personal notes. 
 
 
 
When recording details of the casualty’s physical condition, stick to facts about the incident and don’t include opinions or 
points of view. 
 

Casualty details should include: 
 

 Name of casualty. 
 

 Age. 
 

 Address. 
 

 Time of incident. 
 

 History of incident/injury. 
 

 Description of any injuries and/or illness. 
 

 Treatments administered. 
 

 Changes in: 
 Level of consciousness. 
 Vital signs such as temperature. 
 Pulse and respiratory rate. 
 Colour of the skin. 
 Mental status. 
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A documented report will need to be maintained. This should include: 
 

 
 
 
 

2.2.1.1 Notifiable Incidents 
 

Under WHS legislation, certain types of workplace incidents are considered 
notifiable and must be reported to Comcare. 
 
Notifiable incidents are where the incident arises out of the conduct of the 
business and results in death, serious injury or illness of a person, or involves a 
dangerous incident.  
 
It is a legal requirement that Comcare is notified immediately.  
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When recording a workplace incident you should follow these general rules: 
 

 Only write in ink. 
 

 Sign and date the record. 
 

 Do not use correction fluid. Any mistakes should be crossed out with 
the original text still being legible. Changes should then be 
initialled/signed and dated. 

 
 Ensure privacy and confidentiality of records are maintained. 

 
 Explain to the person involved, where possible, that a record of the 

incident will be made, the reasons for doing so and that they may 
access the record if desired. 

 
 Submit and/or file the record appropriately. 

 
 

 
Once the qualified medical and/or ambulance personnel arrive, you must provide 
them with a report of any details of the incident and treatment given to the 
casualty. 
 
There are privacy laws that protect personal information in medical reports. This 
information must be kept confidential. 
 
 

 
 

2.2.2 Other Legal Requirements for Incidents 
 
In responding to an incident you may be required to assist with meeting other legal requirements such as: 
 

 Compliance with a non-disturbance notice. 
 

 Preservation of the incident site. 
 
Under WHS legislation, the PCBU or other person with management or control of a 
workplace must ensure, so far as is reasonably practicable, that the site where a 
notifiable incident has occurred is not disturbed (unless that disturbance is for a 
‘prescribed reason’), until a WorkCover inspector arrives at the site, or directs 
otherwise (whichever is earlier).  

 
 
The site includes any plant, substance, structure or thing associated with the notifiable incident. This duty is designed to 
preserve any evidence that may assist an inspector to determine the cause of the incident. 
 
A ‘prescribed reason’ can include one of the following circumstances to take action for an incident site to be disturbed: 

 
 To facilitate a police investigation. 

 
 To assist an injured person. 

 
 To remove a deceased person. 

 
 To make the site safe or to minimise the risk of a further notifiable 

incident. 
 

 A WorkCover inspector has given permission – a direction that a site 
may be disturbed may be given in person or by a telephone call. 

 
The sooner WorkCover is notified, the sooner the site can be released. 
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In the interests of public safety you will need to make sure they are controlled and 
confined to a specific area out of harm’s way. 
 
Most members of the public will try to stay out of the way and are not trying to 
make the task more difficult or dangerous. If you are polite but firm most people 
will do as you wish. 
 
 
 

 
 
For those that do not, the police are never far away from an incident.  
 
Speak with them when they arrive on scene and explain the problem you are having 
and then leave it to them to control the crowds. 
 
 
 
 
 
 

 
 
There are several factors that can affect your ability to secure the scene. These may include: 
 

Factor Implication 

Preservation of Life or 
Property 

This will take precedence over all other factors. Before securing the site, 
casualties may need immediate first aid treatment; people may need to 
be evacuated; buildings may have to be protected from approaching fire 
or floodwater. 

Topography 
Difficult or impossible access to hilly or steep areas, cliffs or ledges, 
watercourses. 

Climatic Conditions 
Inclement or extreme weather, low visibility due to fog or high winds 
could all make any security or preservation activities too dangerous. 

Human/Animal 
Interference 

The site may have been trampled or tampered with prior to your arrival 
or that of the medical team. 

Structural Integrity of any 
Building or Vehicle within 
the Impact Zone 

Entry may be unsafe. 

Availability of Staff 
Securing a large area may not be possible as there are not enough 
workers or other people around. 
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When you are interviewing these people, you need to: 
 

 Make the purpose of the interview clear. 
 

 Assure the interviewee that you are not trying to place blame. 
 

 Speak to interviewees separately. 
 

 Allow a support person to be present if needed but ensure they are not 
connected to the incident and do not participate in the discussion. 

 
 Use simple language and avoid acronyms. 

 
 Close the interview on a positive note and thank the interviewee. 

 
When interviewing, use open questions as much as possible. These are questions that require an answer longer than yes 
or no. 
 
Avoid asking leading questions. These are questions where you inject an opinion or assumption into the question itself. 
For example, “You saw the guard fail at the critical time, didn’t you?” 
 
The following are some questions you should ask your interviewees. 
 

Category Example Questions 

Who… 

 Was injured? 

 Saw the accident and what did they see? 

 Was working with the injured person? 

 Else was involved (and how)? 

 Was the person’s supervisor? 

What… 

 Is the injury/damage/potential injury? 

 Was the worker doing at the time of injury? 

 Machinery/tools were involved in the incident? 

 Was the worker’s task and were they following procedure? 

 Communication took place between worker, trainer and/or co-workers prior to the accident? 

 Action had been taken to prevent the incident? 

 Previous near misses or similar incidents have occurred? 

 Personal Protective equipment was in use (was it adequate)? 

When… 

 Did the accident occur/damage become evident? 

 Did the person commence the job? 

 Did the person last receive an explanation of the hazards? 

Where… 

 Did the injury/incident occur? 

 Was the supervisor at the time? 

 Were the witnesses at the time? 

How… 

 Did the injury occur? 

 Could the incident/injury have been prevented? 

 Could changes in the way the job was done, machinery, plant or equipment have prevented 
the accident? 

Why… 

 Did the incident/injury occur? 

 Did communication fail? 

 Was training not given? 

 Were unsafe conditions permitted? 

 Was the hazard not identified? 

 Was Personal Protective Equipment not provided or used? 

 Was the way the job was done unsafe? 

 Was the injured person in that location at that time? 

 Were specific safety instructions not given? 
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3.1.1.3 Photographs and Videos 
 

You should take photographs and videos of the incident site as soon as possible. 
 
Start by photographing the general area and then move to more particular details.  
 
Take photos from all sides and several angles, also taking close-ups and isolation shots. 
 
Ask witnesses where they think photographs should be taken. 
 
Create a photo log including the date and time the photos were taken, by whom, the 
lighting conditions, what the photo is of and where on the incident site the photo was 
taken. Store your photographs in plastic file pages in a binder besides relevant notes. 
 

If you are taking video, narrate the points above as you film. 
 
 
 

3.1.2 Incident Causes, Actions and Events 
 
You will need to look at the actions and events leading up to the incident or those that occurred during or after it. To do 
this you should be aware of the basic principles of incident causation and injury processes. 
 

 
 
 
 

3.1.2.1 Incident Causation and Injury Processes 
 
The basic principles of incident causation and injury processes will vary greatly 
between businesses and organisations. 
 
Incidents could be caused by the design of the workplace, the layout of materials, 
the way equipment is used or other factors. 
 
 
 
 
 
 

 
Injury processes are those factors that combine to make injuries likely to occur. While 
some injury processes can result in any person becoming injured, some processes will 
only cause an injury in some people. 
 
A basic understanding of the risk factors for individuals can be developed through 
observation and experience. 
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Some questions that may need to be answered could include: 
 

 
 
 
 
 

People 
 
Workers making mistakes, taking shortcuts, ignoring safe work practices, not 
wearing protective gear, trying to do more than one thing at a time, and not 
concentrating, can cause incidents. 
 
While determining if a worker’s actions caused the incident, it is important not to 
assume that the person was at fault, as an error in judgement may be based on 
workplace systems, procedures, or policy. 

 
 
 
 
You should look at the factors related to workers such as: 
 

 Experience. 
 

 Skills. 
 

 Abilities. 

 
 Physical capabilities. 

 
 Emotional state. 
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Tools and Equipment 
 
All plant, including equipment, tools, machinery, appliances, and implements, can 
cause incidents and injuries. 
 
There are national standards in place for plant hazard identification, risk 
assessment and control measures.  
 
These standards apply to designers, manufacturers, importers, suppliers, 
installers, erectors, and owners of plant. They relate to installation and 
dismantling, testing, repair, alteration, storage and disposal of plant. 

 
 
 
You should also refer to testing and maintenance records to see if the tools were 
recently repaired or overdue for testing and maintenance. 
 
Defective equipment in the workplace can cause injuries and illnesses such as 
deafness, long-term skin conditions, asthma, cuts and breaks. 
 
Personal protective equipment (PPE), if not properly cared for, can also cause 
incidents and injuries.  
 
 

 
As with tools, in addition to examining any equipment involved in an incident you 
should also refer to testing and maintenance records. 
 
Useful questions may include: 
 

 Did the tools or equipment meet required standards? 
 

 Did equipment malfunction or fail? If so, why? 
 

 Were tools, machinery or equipment used correctly? 
 

 Were tools or machinery modified? 
 

 Was PPE used? 
 

 
 

Materials 
 
Hazardous materials and dangerous goods are obvious possible causes of workplace incidents and injuries. Solids, liquids, 
gases, and living organisms can cause incidents to occur. 
 
You will need to refer to your workplace hazard register, and dangerous goods 
register if applicable, to determine if all safety measures were in place and being 
observed. 
 
 
 

Fixtures 
 

Fixtures and fittings can cause incidents and injuries, and the PCBU is responsible 
for providing and maintaining them. 
 
Fixtures and fittings are items that form part of the workplace, such as tables, 
notice boards, hoses, drains, any lighting fixtures. Take note of damage to any 
fixtures or fittings that may have caused the incident. 
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Accessing Information and Statistics on Accidents and Dangerous Occurrences 
 
It may be helpful to access data that has been compiled about businesses that are in the same or a similar industry. You 
could also find data about similar incidents, accidents, or dangerous occurrences from sources such as: 

 
 The relevant regulations, codes of practice and guidelines in your 

jurisdiction, which are likely to include requirements in relation to 
hazardous substances, noise, asbestos, lead, confined spaces, and 
other risk related issues. 

 
 Manufacturers or suppliers of hazardous substances, plant and 

equipment, who can supply risk management information. 
 

 Health and safety authorities such as Australian standards and the 
Australian Safety & Compensation Commission (ASCC) can supply 
standards in relation to manual handling, plant, noise, hazardous 
substances, confined spaces, dangerous goods, and workplace health 
issues. 

 
 WHS authorities in the appropriate jurisdiction can supply workers 

compensation statistics, which can be accessed by industry, occupation, 
or cause. 

 
 WHS organisations such as National Occupational Health & Safety 

Commission (NOHSC) 1985-2005 and Safe Work Australia (SWA) 2009 
to the present. 

 
 
 
 
 

Conducting Regular, Accident or Special Workplace WHS Inspections 
 
Workplace inspections must be carried out regularly, and whenever an incident occurs. 

 
Inspection reports contain data about previously identified hazards, effective and 
ineffective control measures, workplace procedures, information available to workers, 
training levels and supervision levels. 
 
The data recorded in inspection or incident reports will provide essential information 
during an investigation. 
 
 
 
 
 
 

Engaging the Services Consultants or Specialist WHS Practitioners 
 
The PCBU is responsible for ensuring that those appointed to conduct 
investigations have the appropriate WHS training and operational knowledge to 
conduct investigations and consult on recommendations. 
 
When the required level of knowledge for conducting a workplace investigation 
is insufficient within your workplace you are legally obligated to seek assistance 
from external sources. 
 
WHS consultants are able to provide you with technical expertise and advice 
about, and assistance in, conducting investigations within your workplace. 
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3.1.4.1 Conducting Research 
 

Research involves skills such as critical thinking, problem solving, analysis and 
communication.  
 
You need to evaluate the information you have collected to make sure it is reliable, 
accurate and sufficient.  
 
Inaccurate or disputed information may bring your own research under question. 
 
 
 
 

 
 
Finding the appropriate information that is relevant to your needs can be challenging.  
 
Be clear about the type of information you are looking for.  
 
This will help you to sort through all the data available and make decisions about 
what is relevant. 
 
You can also use search engines online to identify appropriate sources of information, 
and utilise knowledgeable and experienced workers within your organisation or on a 
broader scale. 
 
 
 

 
As you gather information and data, you will need to consider confidentiality 
requirements.  
 
The nature of the information you collect will be sensitive and should be kept 
confidential as much as reasonably practicable. 

 
 
 

 
 
 
In conducting your research, you will need to distinguish between primary and 
secondary data:  
 

 Primary data is information that has been collected first hand. It includes 
notes from observations, interviews, surveys and questionnaires. 

 
 Secondary data is information that someone else has collected. It includes 

published articles, newsletters, journals, magazines, published statistics and 
books. 

 
 
 

 
You also need to distinguish between qualitative and quantitative data:  
 

 Qualitative data is information regarding opinions and beliefs. It provides 
a detailed description of how things are perceived, but is hard to turn into 
statistics. 

 
 Quantitative data is information that can be expressed in figures and 

amounts. This type of information explains how many people share a view 
or do something, but does not provide detail, such as why. 



 

BSBWHS406 Assist with Responding to Incidents 
Learner Guide 

Page 64 

3.1.4.3 External Information Sources 
 

When the required level of knowledge for reaching objective conclusions during an 
investigation is insufficient within your workplace you should seek input from 
external sources. 
 
There are many external resources available to assist you, and by gathering as 
much information as possible you will be able to make more informed decisions.  
 
 
 
 
 

 
 
These may include: 
 

 Booklets and publications from statutory authorities. 
 

 Manufacturers’ manuals, specifications and instructions. 
 

 WHS legislation, codes of practice, industry standards and guidelines. 
 

 WHS related websites. 
 
 
 
 

Booklets and Publications from Statutory Authorities 
 
The Standards Australia website contains over 400 WHS related standards. In 
addition to Australian standards, you should refer to information contained in 
international standards. 
 

WHS publications cover numerous topics and are available from Australian and 
international government authorities, and some professional services.  
 
These include journals, books and microfiche collections, and many can be 
downloaded from websites. 
 
 
 

 

Manufacturers’ Manuals, Specifications and Instructions 
 
Material Safety Data Sheets (MSDS) supply information about how to identify and 
safely use equipment, dangerous goods, and dangerous substances.  
 
During your investigation, you should ensure that you have current MSDSs for the 

equipment and materials used in the area of the incident. 
 
Review technical standards from manufacturers’ websites to ensure that you 
consider any legal requirements, such as regulations dealing with specific hazards 
such as noise, manual handling, confined spaces, hazardous substances and 
working from heights, which need to be considered. 
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Check the website of the PCBU groups that represents your industry.  
 
If your business does not belong to an industry group, the Australian Council of 
Commerce and Industry, the Business Council of Australia, the Australian Chamber 
of Commerce, and the Australian Industry Group are good starting points for 
information. 
 
 
 
 
 

3.1.4.4 Accessing and Interpreting Records and Reports 
 
Most organisations will have a system in place to manage their information. These systems monitor the storage and 
retrieval of information and its uses. 

 
Some of the information management systems in use include: 
 

 Barcode systems that record hard copy files and who has borrowed them. 
 

 File movement registers that track the whereabouts of files. 
 

 File movement markers or “out cards” which are placed where hard copy 
files are located and indicate who has borrowed them. 

 
 The use of an intranet to search for documents, files or other information 

within a company. 
 

 The use of an extranet where clients can access company information. 
 

 Directories and sub-directories within the organisation’s computer network 
where information is stored. 

 
 

 
 
 
 

Document Retrieval and Storage 
 
To access the relevant records, reports and other documents you will need sound 
computer and information management skills.  
 
You will be using websites, databases or emails so you should be comfortable 
working with a wide range of computers and software products.  
 
The level of access to records will vary for individuals and information types. 
Generally, more senior staff will have greater levels of access. 
 
Confidential or private information should be securely stored and access only 
granted to those who need it for legitimate reasons.  
 
All staff must be able to access their own worker records on request. 
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When presenting facts to an investigator about an incident, be sure you include: 
 

 The sequence of events leading to the incident. 
 

 All physical evidence. 
 

 Where any affected workers were positioned at the time. 
 

 What each worker was doing at the time of the incident. 
 

 Whether workers experienced any difficulties with the plant or equipment 
leading up to the incident. 

 
 If the workers were aware of the safety requirements of their job. 

 
 
 
 
 

 
 
 
You also need to supply the investigator with any supporting information, 
including: 
 

 WHS issues specific to your workplace. 
 

 Documented hazard test results. 
 

 Hazard management outcomes, including hazard/risk control measures. 
 
 
 
 

 
It is important to provide an investigator with the details of how your workplace 
identifies and characterises hazards in order to justify the implementation of 
particular hazard/risk control measures.  
 
An investigator’s job is to find out what caused the incident and why the hazard 
controls were ineffective in preventing it.  
 
However, before an investigator can analyse the findings of an investigation they 
will need to not only find out what happened, but also understand workplace and 
organisational factors affecting the hazard controls, and if those factors exercised 
any influence on control selection. 
 
This means looking at both direct and indirect causes. You will need to provide 
investigators with information about the nature of workplace processes (work flow, 
planning and control) and hazards relevant to the workplace. 
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Other considerations may include organisational factors. Some examples are: 
 

 Effectiveness of the WHS management system, risk management and different 
control strategies. 

 
 Relative costs of implementation of appropriate control strategies. 

 
 Effectiveness of processes for communication, consultation and participation in 

decision-making and control of workload. 
 

 Levels of support for problem-solving and personal development. 
 

 Changing employment patterns. 
 

 Definition of organisational objectives. 
 

 Role ambiguity, role conflict, role responsibilities. 
 

 Career issues including promotion, job security and skills. 
 

 Interpersonal relationships at work, including with supervisors and peers. 
 
If an investigation raises workplace safety issues, management may have to make difficult 
ethical decisions about resolutions. 
 
 

 
 
 

4.1.1.3 Workplace Ethics 
 
When you are assisting in an investigation it is important that you conduct 
yourself ethically.  
 

The principles and standards that you apply to an investigation must be legal and 
must meet the shared ethical standards of your workplace. 
 
You must ensure that the information you provide to an investigator about 
workers is handled ethically.  
 
 
 

 
It is also important to provide information in a way that is not judgemental against 
workers or the company, nor biased towards either. 
 
You may also be sharing private health and medical information about workers, and 
must ensure that the individuals’ identities are protected. 
 
The investigation may find that there are differences between the values that 
management thought were shared within the workplace, and what the workers’ 
behaviour actually reflects. 
 
If your workplace does not have a code of ethics in place, or if the code of ethics was 
prepared without consultation, workers will not feel engaged by them. 
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4.2.1.2 Inspections 
 

Using observation, examine each work process, looking for evidence of chemical use and escape. 
 
The questions that need to be answered are: 
 

 Who was exposed? 
 

 What are they being exposed to? 
 

 How are they being exposed – through contact with the skin, 
breathing, or swallowing? 

 
 What are the concentration levels in the air? 

 
 What is the dose of the exposure? 

 
 How often is the exposure taking place? 

 
 
 

4.2.1.3 Interviews 
 
Use the same approach you took when collecting information from people at the scene of the incident.  

 
Interview all workers who were: 
 

 Involved in the incident. 
 

 In the area where the incident took place. 
 

 Exposed during the incident. 
 

 Witness to the incident. 
 

 
 
 

4.2.1.4 Simulations 
 
Simulating the incident may provide further insight into possible root causes that may be overlooked by observation alone.  
 
If you conduct a simulation, it should approximate the actual incident conditions as much as is possible. 
 
Depending on the type of incident, and the industry, simulation modelling tools may also be available. 
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You should review any existing information for incidents similar to the one being investigated, such as: 
 

 Data about environmental and health monitoring, rehabilitation, completed 
hazard identification checklists, audits, Job Safety Analyses (JSAs). 

 
 Reports on investigations, hazards, incidents, inspections, environmental 

and health monitoring. 
 

 Statistics on absenteeism, workplace inspections, workers compensation. 
 

 Records such as injury registers, minutes of incident investigation 
meetings, WHS records, medical records, first aid records. 

 
 
 

 
In order to read and accurately interpret this information and data you will need 
your skills in literacy and numeracy. 
 
Reports, records and other documents about incidents or accidents are sometimes 
challenging to read.  
 
They can be lengthy and contain complex statistics and technical information.  
 
 

 
 
 
When reading these documents, try: 
 

 Scanning through them first to get a rough idea of what they are about. 
 

 Take the time to carefully read through all the relevant documentation or 
read summaries or plain English versions if they are available. 

 
 Google terms and concepts to find information about them to help put 

things in context. 
 

 Make notes about any points you aren’t clear about and then clarify them 
later. 

 
 Remove distractions such as noise or interruptions when you are reading. 

 
 Pay close attention to headings as they will help guide you through.  

 
 
 
 

 
You should critically evaluate whether the data is relevant to your workplace 
operations.  
 
To do this, read through the document to check that it is clear, accurate, current 
and relevant.  
 
Then check the document more thoroughly for errors or inaccuracies. 
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4.3.1 Investigation Contacts and Reporting 
 
You should refer to the relevant WHS and workplace investigation policies and 
procedures about the responsible persons who should conduct or take part in the 
investigation, and with whom you should communicate throughout the 
investigation. 
 
 
 
 
 
 
 
WHS and investigation policies and procedures will help you to determine: 

 
 The roles, responsibilities, and authorities of workers involved in 

investigations. 
 

 Communication and reporting lines to use during an investigation. 
 

 The report format to be used. 
 

 Records and types of evidence to be recorded and kept. 
 

 
 
 

4.3.1.1 Responsible Persons 
 

Responsible persons, as prescribed in your workplace WHS policies and 
procedures, may include: 
 

 Internal WHS workers. 

 
 Relevant WHS authority representatives. 

 
 Private WHS specialists. 

 
 External workers. 

 
 
 
 
There are many sources of WHS support and advice available when conducting an 
investigation.  
 
It is important that you are able to recognise the limits of internal knowledge and 
expertise, are able to identify issues that require input from external sources, and 
know how to locate the relevant external specialist/s. 
 
If your organisation does not have workers with WHS investigation experience or 
authorisation, you are legally obligated to obtain professional assistance from an 
authorised WHS body. 
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4.4 Report Recommendations and Assist with Control 
Measures 
 
Once the investigation has identified the causes of the incident and preventative measures and actions have been 
recommended, you will need to communicate this information to the relevant people in your organisation. 
 
You can then assist in implementing the controls to help prevent further incidents or accidents. 
 

 
 
 
 

4.4.1 Communicating Recommendations 
 
As you communicate the recommendations arising from the incident investigation, 
remember to explain which causative factor or event they would help to prevent 
and how they would work.  
 

Make sure you use evidence to support the investigation team’s arguments.  
 
 
 
 
 
 

 
Recommendations may need to be reported both internally and externally.  
 
When reporting internally, you need to consider: 
 

 Your organisation’s reporting procedures. 
 

 The comprehensiveness and structure of your report. 

 
 Time needed to take actions to correct issues. 

 
 Difficulties that may arise in solving issues. 
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4.4.1.2 Summaries 
 

Your workplace WHS policies may require you to prepare an executive summary for senior managers.  
 
An executive summary is critical as it may be the reader’s only source of information about the investigation 
recommendations. 

 
Your summary should: 
 

 Be accurate. 
 

 Begin by stating the purpose of the summary. 
 

 Communicate the main points of the investigation recommendations. 
 

 Contain sufficient material to be informative without too much technical 
information or jargon. 

 
 Be no longer than 10% of the total report in length. 

 
 
 
 

4.4.1.3 Emails and Memos 
 
Emails, intranet portals, and posted or distributed hard copy memos provide an efficient way to communicate with many 
people at once and, depending on your IT abilities, can provide opportunities for feedback and discussion. 
 

 
 
 
 

4.4.1.4 Meetings 
 
Depending on the size of your workplace, the nature of the investigation, and the number of people affected by the 
recommendations, you may choose to meet with workers individually or in groups. 

 
Formal group meetings will allow both management and workers to hear and 
discuss the investigation recommendations together. 
 
A group meeting should include everyone in your workplace. 
 
It can be used to promote the consultative WHS culture in your workplace, and 
will help to make your workers feel more committed to WHS and encourage 
them to work with management to ensure the recommendations are carried out 
as planned. 
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The Hierarchy of Hazard Control is the name given to a range of control methods used to eliminate or control hazards and 
risks in the workplace. The Hierarchy has 6 levels, shown below from most effective to least effective: 
 

 
 
 
You need to understand what each level in the hierarchy stands for and how it can be implemented. 
 

1. Elimination 
This is the best kind of hazard control. Eliminating or removing the hazard completely 
reduces any risk connected to it. An example of eliminating a hazard would be 
removing dangerous materials from the site, or repairing defective equipment. 

2. Substitution 

This is where you swap a dangerous work method or situation for one that is less 
dangerous. An example of this would be to use a group of people to move an item 
instead of trying to move it on your own (where the item cannot be broken down into 
smaller loads). 

3. Isolation 
This is where you isolate the hazard. This might mean fencing off an area or restricting 
access to the hazard in some other way. 

4. Engineering Controls 
This is where you use an engineering or mechanical method of doing the job. An 
example would be installing ventilation, or using a piece of equipment to move a load 
instead of moving it by hand. 

5. Administrative Controls 
This is where site rules and policies attempt to control a hazard. It can include working 
in teams, setting specific break times and frequent rotations for repetitive work or using 
signage to warn of hazards. 

6. Personal Protective 
Equipment 

This is your last line of defence and the least effective control – it should be used in 
conjunction with other hazard control methods. PPE includes any safety equipment 
worn on your body. Workplaces often have mandatory PPE requirements to go on site. 

 

 
 
Hazards should be re-assessed after the implementation of control measures to review if the risk has been reduced 
enough. 

 
Make sure you follow all appropriate standards when deciding hazard control strategies including: 
 

 Codes of Practice. 
 

 Legislation. 
 

 Australian Standards. 
 

 Manufacturers’ specifications. 
 

 Industry standards (where applicable). 




