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ά¢ƘŜ ŜȄǘŜƴǘ ŀƴŘ ǎǘŀƴŘŀǊŘ ƻŦ ǘǊŀƛƴƛƴƎ ǇǊƻǾƛŘŜŘ ōȅ ŜƳǇƭƻȅŜǊǎ ǘƻ ǘƘŜƛǊ 

employees to ensure satisfaction with the requirements of the Act will 
depend upon the nature of, and circumstances under which, work is 
performed. It will not, therefore, necessarily require the provision of 

classroom-based instruction or the provision of substantial work manuals. 
However, in all cases, adequate training will necessarily involve the 

provision of such information and instruction as will fully equip employees 
to safely perform work which they are expected to undertake, including the 
provision of training as to all contingencies arising out of or relating to the 

ǇŜǊŦƻǊƳŀƴŎŜ ƻŦ ǎǳŎƘ ǿƻǊƪΦέ 
Inspector Jose Barbosa v Newstart 150 Pty Ltd t/as Style Wise Interiors [2002] NSWIRComm 64 (7/5/02)  

 

 
 
 

 

    
 

Training must be 

aligned to the law, 

but practical and 

relevant for 

trainees to 

implement at the 

workplace. 



  Training Program ï Australia 
  

The Brief Group Pty Ltd - Course Guide 2011/2012  4 
Version: 20 

Who we are? 
 
The Brief Group was established in 2000 by two WorkCover prosecution lawyers to assist 
businesses meet their safety and workers compensation obligations. 
 
ά!ǎ ²ƻǊƪ/ƻǾŜǊ ƭŀǿȅŜǊǎ ǿŜ ōŜŎƻƳŜ ƛƴŎǊŜŀǎƛƴƎƭȅ ŦǊǳǎǘǊated with our only involvement being the 
prosecution of companies after an incident.  The opportunity to get in first and provide 
meaningful assistance before death, serious injury or prosecution was a key motivating factor 
for us establishing The Brief Group.  We were tired of seeing companies consistently prosecuted 
ŦƻǊ ǘƘŜ ǎŀƳŜ ǊŜŀǎƻƴǎΦέ 
 
Offering a unique blend of both legal and practical experience, our company has established 
itself as the preeminent provider of workplace safety services in Australia. 
 
 

 
 
 
Key points about our company for your reference: 
 
Å Our core business is the design and implementation of sustainable, smart safety 

management systems 
Å Our key services are our Partner Program, Mock Courts, Self Insurance Support, 

Training, Incident Investigation and Project support ς all structured to accelerate and 
enhance results 

Å Our Practice philosophy embraces practicality, simplicity and credibility ς key 
ingredients to system compliance and worker engagement  

Å We draw on a significant database of precedent systems, procedures and tools to 
expedite client service delivery  

Å We recruit, train and maintain specialist consultants capable of adding value to clients 
internal resources  

Å We offer clients national coverage with offices in Sydney, Melbourne, Adelaide and 
Brisbane  

Å We have successfully completed over 2000 assignments - many with years of repeat 
work  

Å We treat each new client as a potential life-time partner 
Å The Brief Group is a pure safety risk management consultancy, exclusively focused on 

Protecting People and Profits 



  Training Program ï Australia 
  

The Brief Group Pty Ltd - Course Guide 2011/2012  5 
Version: 20 

Table of Contents 
 

ǘǊŀƛƴƛƴƎ.wL9Cϰ ς Introduction .............................................................................................. 6 

OUR TRAINING CODE OF PRACTICE - SUMMARY ................................................................... 7 

TAILORED COURSES ............................................................................................................. 9 

TBG Mock /ƻǳǊǘϰ {ŜǊƛŜǎ ........................................................................................................... 9 

Best Practice WHS Leadership Workshop ς Managers and Supervisors ................................ 10 

Best Practice WHS Leadership Workshop - Executive ............................................................ 11 

Incident Investigation & Analysis ............................................................................................ 12 

Major Incident Investigation ................................................................................................... 13 

An Introduction to Internal WHS Auditing .............................................................................. 14 

Managing Contractor Risk ....................................................................................................... 15 

Risk Management Workshop .................................................................................................. 16 

Due Diligence for Officers ....................................................................................................... 17 

Office Safety Ergonomics & Manual Handling ........................................................................ 18 

NSW WorkCover Accredited Courses .................................................................................. 19 

OHS Consultation .................................................................................................................... 19 

VIC WorkSafe Approved Courses ........................................................................................ 20 

Initial OH&S Course for Health and Safety Representatives, Supervisors and Managers ...... 20 



 Training Program ï Australia 
 

The Brief Group Pty Ltd - Course Guide 2011/2012  6 
Version: 20 

ǘǊŀƛƴƛƴƎ.wL9Cϰ ς Introduction 

 
Failing to provide adequate training on safety is one of the major underlying causes for employers being 
prosecuted and systems not being successfully implemented.   
 
Our ǘǊŀƛƴƛƴƎ.wL9Cϰ safety programs are designed to: 
 

¶ Reduce employee tolerance to WHS risk by introducing the concepts of legal and personal 
accountability. 

¶ Provide credible, authoritive and current information on major hazards and control strategies 
to protect both workers and their employers. 

¶ Promote safety management system and behavioural change as to the two key drivers for 
sustainable injury prevention. 

 
In this Guide you will find an extensive range of innovative, accredited and tailor-made courses that are 
ŦŀŎƛƭƛǘŀǘŜŘ ōȅ ƻǳǊ ŎƻƳǇŀƴȅΩǎ ǉǳŀƭƛŦƛŜŘ ǎŀŦŜǘȅ ǇǊƻŦŜǎǎƛƻƴŀƭǎΦ !ƭƭ ŎƻǳǊǎŜǎ ŦŜŀǘǳǊŜ ǊŜŀƭ ƭƛŦŜΣ ƛƴŘǳǎǘǊȅ ǎǇŜŎƛŦƛŎ 
cases, videos and role-playing for maximum impact. 
 
Public courses and in-house training solutions are offered, whilst we also license our training programs, 
ǿƛǘƘ ǎǳǇǇƻǊǘƛƴƎ άǘǊŀƛƴ ǘƘŜ ǘǊŀƛƴŜǊέ ǇǊƻƎǊŀƳǎΣ ŦƻǊ ƻƴƎƻƛƴƎ ƛƴǘŜǊƴŀƭ ǳǎŜΦ 
 
An important feature of our training service is tailoring all pre-developed courses to suit the particular 
needs of the client. Upon booking an in-house course with The Brief Group, the trainer will make contact 
with you to talk about how it can be customised and best presented to accommodate the needs of your 
ǎǘŀŦŦΦ άhŦŦ ǘƘŜ ǎƘŜƭŦέ ǘǊŀƛƴƛƴƎ ǇŀŎƪŀƎŜǎ ŘƻƴΩǘ ǿƻǊƪΣ ǎƻ ǿŜ Řƻ ƴƻǘ ƻŦŦŜǊ ǘƘŜƳΦ 
 
The Brief Group are always developing new courses and refining existing ones. If the subject area you 
require assistance with does not appear in this Guide please contact our office for further information. 
 

 
Kindly direct all inquiries and bookings to our Australia-wide centralised booking number ς 
Toll Free: 1800 99 50 99 
 

 

Stop the 

Press! 

You can 

easily book 

online at our 

website!  

Stop the 

Press! 

You can also 

book online at 

our website!  
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OUR TRAINING CODE OF PRACTICE - SUMMARY

 

Commitment 
The Brief Group Pty Ltd conducts quality 
training and assessment that complies with 
Commonwealth regulatory requirements and is 
maintained in accordance with Nationally 
Endorsed Standards.  
The Brief Group Pty Ltd is committed to 
providing innovative, high quality training 
services in a manner that is both sustainable 
and aŎƘƛŜǾŀōƭŜΦ  ¢ƘŜ .ǊƛŜŦ DǊƻǳǇ tǘȅ [ǘŘΩǎ Ǝƻŀƭ 
is to provide services that meet or exceed our 
ŎƭƛŜƴǘΩǎ ǊŜǉǳƛǊŜƳŜƴǘǎΦ  
 
Training Standards  
Training given by The Brief Group Pty Ltd will 
comply with all legislative and other standards 
and will also supply quality training materials, 
use venues which are conducive to good 
training outcomes and use quality adult 
training methods. 
 
Participant Access and Equity 
At all times prospective course participants or 
their employer will be provided with 
information prior to courses on the location of 
venues, expected course outcomes and any 
entry requirements. 
 
The requirements of equal opportunity 
legislation and practices shall be applied for all 
course entry.   
 
Qualified trainers are able to provide 
assistance to prospective participants 
regarding the outcomes and any pre-requisites 
for courses so that the most appropriate 
ŎƻǳǊǎŜ ŦƻǊ ǘƘŜǎŜ ǇǊƻǎǇŜŎǘƛǾŜ ǇŀǊǘƛŎƛǇŀƴǘΩǎ 
circumstance can be selected. 
 
A participant has the right NOT to undertake 
any activity that may cause them harm or 
distress.   
 
Course Participant Identification 
The identity of all course participants on 
competency assessed courses is to be checked 
and recorded.  If a participant cannot prove 
their identity they cannot be issued a 
certificate reflecting their achievement of the 
required competency.  The criteria for such 
identification will, if required, be sent to course 

participants as part of the pre-course 
correspondence. 
 
Competency Assessments 
Where competency assessments are 
conducted as part of a course requirement, 
they shall be conducted by a person qualified 
to Certificate IV in Training and Assessment. 
 
All competency assessments conducted are to 
be fair and are to take into account any cultural 
and linguistic needs (eg: through the provision, 
where necessary, of interpreter services or 
evaluation through demonstration or question 
and answer instead of written testing). 
 
A participant has the right to request that an 
assessment task be changed if it can be shown 
that such a task would unfairly disadvantage 
the participant.  This will only be allowed 
where the adjustment made (if any) does not 
adversely affect the level of attainment of the 
competency or the ability to assess that 
competency. 
 
All competency assessments conducted are to 
be fair and are to take into account any cultural 
and linguistic needs (eg: through the provision, 
where necessary, of interpreter services or 
evaluation through demonstration or question 
and answer instead of written testing). 
 
Where a person has undergone competency 
assessment they will be provided with 
appropriate feedback as to their performance 
and any improvements they could implement. 
 
Course Certificates 
Where a participant has attended all subjects 
of the course but has not been required to 
achieve or be assessed to a level of 
competency, then the participant is to be 
ƛǎǎǳŜŘ ǿƛǘƘ ŀ ά/ŜǊǘƛŦƛŎŀǘŜ ƻŦ !ǘǘŜƴŘŀƴŎŜέΦ 
 
Complaints/Appeals 
A person attending a training course, assisting 
in the administration or conduct of a training 
course or providing a venue for such a course 
ƴŜŜŘǎ ǘƻ ŎƻƴǘŀŎǘ ¢ƘŜ .ǊƛŜŦ DǊƻǳǇΩǎ {ŜƴƛƻǊ 
Trainer by telephone on 02 9238 6821 to 
request a Complaints/Appeals form and 
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complete and submit this form where they feel 
that they have been: 
 

¶ Subjected to harassment of any type. 
 

¶ Subject to discrimination. 
 

¶ Given cause to complain regarding the 
quality or outcomes of the training 
course. 

 

Where a person who has attended a training 
course is dissatisfied with any assessment or 
test conducted as part of the competency 
testing for that course they should contact the 
Senior Trainer so that they can be sent the 
appropriate forms. 

 
The Senior Trainer will respond to all 
complaints verbally within 48 hours of the 
receipt of a Complaints/Appeals form to 
acknowledge receipt and state what action will 
be taken.  There will be a further response 
stating the outcome of the complaint/appeal 
and any consequent decision/s and the reasons 
for these, in writing, by letter. 
 
If no action is taken or the person feels that the 
action taken is inadequate then they need to 
submit a copy of the Complaints/Appeals form 
by post in a sealed envelope marked 
ά/ƻƴŦƛŘŜƴǘƛŀƭέ ǘƻ ǘƘŜ 5ƛǊŜŎǘƻǊǎ ƻŦ ¢ƘŜ .ǊƛŜŦ 
Group Pty Ltd at the following address.  At 
least 2 weeks should be allowed from the date 
of posting for a resolution stating the outcome 
of the complaint/appeal and any consequent 
decision/s and the reasons for these, in writing, 
by letter. 
 
All correspondence is to be sent by mail to 
either the Senior Trainer or The Directors (as 
appropriate) at: 
 
The Brief Group Pty Ltd 
Level 57,MLC Centre 
Martin Place 
Sydney NSW 2000 
All complaints will be confidentially reviewed. 
 
Fees 
All course fees are published on The Brief 
DǊƻǳǇ tǘȅ [ǘŘΩǎ bŀǘƛƻƴŀƭ tǳōƭƛŎ /ƻǳǊǎŜ 
Calendar.  Where in-house courses are to be 
conducted then the fee will be stated on the 
proposal for the training. 

Unless otherwise stated, course fees quoted 
include handout materials, certificate and, for 
public courses, refreshments.  Fees quoted in 
the National Public Course Calendar do not 
include GST. 
 
All course fees are payable in advance in full. 
The closing date for registration and payment 
is 7 days prior to course commencement. 
 
Refund Policy/Course Cancellation 

Cancelled Course 
The Brief Group reserves the right to cancel 
and refund money if there are insufficient 
applications for Public Training. This shall be 
assessed at least five days before the course 
commencement date of the course.  Should 
The Brief Group cancel any course, participants 
are entitled to a full refund or transfer of funds 
to a future course.  

Medical or Personal Hardship 
Applicants who are unable to complete a 
course and can provide a medical certificate or 
show extreme personal hardship may be 
granted a refund. The Brief Group reserves the 
right to withdraw 10% for refunding of 
administration costs. 

Refund 
No refund is payable in the event of 
withdrawal or transfer from a course within 5 
days of course commencement.  

Guarantee 
The Brief Group Pty Ltd is committed to 
complying with all guarantees stated in the 
Code of Practice. 
 
Disclaimer 
The Brief Group Pty Ltd Trainers endeavor to 
provide current and accurate information at all 
training courses.  All information presented is 
intended to be general and should not be 
relied upon as professional advice applying to 
specific circumstances
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TAILORED COURSES 

TBG MƻŎƪ /ƻǳǊǘϰ {ŜǊƛŜǎ 
High impact training through simulated safety prosecutions 
Course Duration: 2.5 hours  
 Standard: $5,500 +GST (in-house)  

Tailored: Price on application (in-house) 
Fees of $100 + GST p/p apply for participant numbers over 35 

$250 p/p + GST (public) 
 
Facilitated by former WorkCover lawyers and experts in the law and WHS, this prosecution simulation 
ŎƘŀƭƭŜƴƎŜǎ ǇŜƻǇƭŜΩǎ ǘƘƛƴƪƛƴƎΣ ŀƴŘ ŘŜƳƻƴǎǘǊŀǘŜǎ WHS management responsibility in a fun and high impact 
way. 
 
Our Mock Courts are all about: 
 

¶ Making safety training interesting. 

¶ Elevating WHS to a business priority. 

¶ Motivating personal accountability and reinforcing business responsibility for managing WHS risk. 

Cases revolve around real life prosecutions and highlight the typical practical and legal failings experienced 
by most businesses, such as: 

¶ Not identifying, assessing and controlling risks. 

¶ Not reporting hazards. 

¶ Not taking personal responsibility. 

¶ Not properly consulting. 

¶ Not documenting policies and procedures. 

¶ Not following safety procedures, site safety rules or training instructions. 

¶ Not providing adequate supervision. 

¶ Not providing or maintaining appropriate plant and equipment. 

!ǘ ǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ ǇǊƻŎŜŜŘƛƴƎǎ ǿŜ ŎƻƴŘǳŎǘ ŀ άŘŜ-ōǊƛŜŦέ ǿƘŜǊŜ ŀǘǘŜƴŘŜŜǎ ƘŀǾŜ ǘƘŜ ƻǇǇƻǊǘǳƴƛǘȅ ǘƻ 
discuss what they have learned, how the issues raised relate to their workplace and most importantly, what 
can be done moving forward to make a difference.  

Participants: This program is highly interactive and has been successfully presented to Boards 
of publicly listed companies, at association meetings and conferences, and to all 
levels of management across all industries. 

Mock Court Topics: 
 

¶ The reasons why most companies are prosecuted  

¶ Why due diligence involves all employees  

¶ The importance of your safety management system 

¶ Court etiquette and procedure  

¶ Jurisdictional differences 

¶ Enforcement options, discretions and strategies  
 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
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Best Practice WHS Leadership Workshop ς Managers and Supervisors  
 
Course Duration: 2 days Cost: $7,900 +GST * (in-house) 

  
* Cost assumes the use of an existing aƻŎƪ /ƻǳǊǘϰ ǎŎŜƴŀǊƛƻ όth! ŦƻǊ ŀ ǘŀƛƭƻǊŜŘ aƻŎƪ /ƻǳǊǘύ 

 

¢Ƙƛǎ ŎƻǳǊǎŜ Ƙŀǎ ōŜŜƴ ŘŜǎƛƎƴŜŘ ŦƻǊ ǘƘƻǎŜ ƻǊƎŀƴƛǎŀǘƛƻƴǎ ǿŀƴǘƛƴƎ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ ΨƴŜȄǘ ƭŜǾŜƭΩ ƻŦ WHS leadership 
and management.   With your WHS ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳ ƛƴ ǇƭŀŎŜΣ ƛǘΩǎ ƴƻǿ ǘƛƳŜ ǘƻ ŎŀǇǘǳǊŜ ǘƘŜ ƘŜŀǊts and 
minds of your people and lead a sustainable and improved safety culture.  
 
Integrating one of our WHS aƻŎƪ /ƻǳǊǘϰ ǇǊƻƎǊŀƳǎΣ ǘƘƛǎ ŎƻǳǊǎŜ ƛǎ ŦŀŎƛƭƛǘŀǘŜŘ ōȅ ƻǳǊ ŜȄŜŎǳǘƛǾŜ ŀƴŘ Ƴƻǎǘ 
senior WHS professionals focuses on best practice WHS management, safety culture and leadership 
principles providing participants with the stimulus, knowledge and tools to facilitate positive and lasting 
cultural change.    
 
The objectives of the Best Practice WHS Leadership and Management Program include:  
 

¶ Educating your leaders (managers and supervisors) in best practice health and safety management 
principles. 

¶ Consulting and promoting safety leadership and an improved safety culture. 

¶ Identifying and planning practical and performance improvement opportunities in a workshop style 
action planning session. 

 
Participants: Maximum of 15 
  

This course is suitable for all senior managers, line managers, supervisors and 
WHS representatives. 

 
Course Subjects: The course is facilitated over two days and includes the following modules: 
 

¶ WHS ƻōƭƛƎŀǘƛƻƴǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ όŘŜƳƻƴǎǘǊŀǘŜŘ Ǿƛŀ ŀ ƭƛǾŜ aƻŎƪ /ƻǳǊǘϰύ 

¶ Contractor safety management 

¶ Legal and non-legal consequences of workplace incidents (including people and 
commercial considerations) 

¶ WHS risk management principles 

¶ Demonstrating due diligence 

¶ 80/20 solutions workshop ς ƛŘŜƴǘƛŦȅƛƴƎ ŀƴŘ ǇƭŀƴƴƛƴƎ ǘƻ ŀŘŘǊŜǎǎ ǘƘŜ άƳƛǎǎƛƻƴ 
ŎǊƛǘƛŎŀƭέ ŎƻƳǇƻƴŜƴǘǎ ƻŦ ȅƻǳǊ ǎȅǎǘŜƳ 

¶ Incident investigation and analysis 

¶ Safety Leadership ς walking the talk 

¶ Safety Culture ς a reporting culture, just culture, flexible culture and learning 
culture 

¶ Reporting, including how to evaluate the effectiveness of your system and 
culture 

¶ Developing an WHS improvement plan (system, culture and leadership 
improvement) 

 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 

Course Certificate: A certificate of attendance will be issued to all course participants.  
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Best Practice WHS Leadership Workshop - Executive 
 
Course Duration: 1 day Cost: $7,000 +GST (in-house) * 

 
* Cost quoted assumes the use of an existing Mock /ƻǳǊǘϰ ǎŎŜƴŀǊƛƻ όth! ŦƻǊ ŀ ǘŀƛƭƻǊŜŘ aƻŎƪ /ƻǳǊǘύ 

 
¸ƻǳ Ƴŀȅ ƘŀǾŜ ǊŜŀŘ ŀōƻǳǘ ǘƘŜ ά{ŀŦŜǘȅ /ǳƭǘǳǊŜέ ǇŀǊŀŘƛƎƳΦ  ²Ŝƭƭ ƘŜǊŜ ƛǎ ŀ ǿƻǊƪǎƘƻǇ ǘƘŀǘ Ŏŀƴ ǇǊƻǾƛŘŜ ȅƻǳ 
with essential practices and knowledge to attain that higher plane of WHS within your organisation. 
 
Safetȅ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎ ŀƭƻƴŜ ǿƛƭƭ ƴƻǘ ƎŜǘ ȅƻǳ ǘƻ ǘƘŀǘ άƴŜȄǘ ƭŜǾŜƭέΦ  {ƻƳŜǘƘƛƴƎ ŜƭǎŜ ƛǎ ƴŜŜŘŜŘ ǘƻ 
energise the safety management system to optimize and embed it within the business.  That 
άsomethingέ ƛǎ ŀƴ organisational health & safety culture.  The right culture is essential to make safety 
systems work.  
 
A health and safety culture is the system of shared values and beliefs about health and safety, which 
create behavioural habits and which guide and underpin health and safety activities and decisions. 
 
Executive managers play a key role developing the right culture through the principles they set and 
actions they take.  This workshop has been designed for executives of those organisations wanting to 
move to that higher plane of WHS leadership.     
 
Integrating one of our WHS aƻŎƪ /ƻǳǊǘϰ ǇǊƻƎǊŀƳǎΣ ǘƘƛǎ ǿƻǊƪǎƘƻǇ ƛǎ ŦŀŎƛƭƛǘŀǘŜŘ ōȅ ƻǳǊ ŜȄŜŎǳǘƛǾŜ ŀƴŘ 
most senior WHS professionals via a thought challenging presentation focusing on best practice WHS 
leadership and safety culture principles to facilitate positive and lasting cultural change.    
 
The objectives of the Best Practice Executive WHS Leadership Workshop include:  
 

¶ Educating leaders in best practice health and safety leadership principles. 

¶ Consulting and promoting safety leadership and an improved safety culture. 

¶ Identifying and planning practical and performance improvement opportunities in a workshop 
style action planning session. 

 
Participants: Maximum of 15  
 

¢Ƙƛǎ ŎƻǳǊǎŜ ƛǎ ǎǳƛǘŀōƭŜ ŦƻǊ ŀƭƭ /9hΩǎΣ /ChΩǎΣ /hhΩǎ ŀƴŘ 5ƛǊŜŎǘƻǊǎΦ 
 
Course Subjects: The course is facilitated over one day and includes the following modules: 
 

¶ WHS ƻōƭƛƎŀǘƛƻƴǎ ŀƴŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ όŘŜƳƻƴǎǘǊŀǘŜŘ Ǿƛŀ ŀ ƭƛǾŜ aƻŎƪ /ƻǳǊǘϰύ 

¶ Legal and non-legal consequences of workplace incidents and poor 
implementation / maintenance of an WHS system (including people and 
commercial considerations) 

¶ Exercising due diligence 

¶ Safety Leadership ς walking the talk 

¶ Safety Culture ς a reporting culture, just culture, flexible culture and learning 
culture 

¶ Collective Mindfulness 

¶ Risk Awareness 

¶ Developing an WHS improvement plan (system, culture and leadership 
improvement) 

 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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Incident Investigation & Analysis 
 
 
Course Duration: 1 day Cost: $2,800 +GST (in-house) 
 
Learning from incidents which occur in the workplace, whether or not they result in injury or property 
damage is critical to managing your WHS risk.  Most investigations, however, are poorly executed, 
opportunities for improvement are lost and the time and money invested in the process is largely 
wasted.   
 
This course provides the knowledge, tools and methods for persons who have had little or no training in 
the investigation and reporting of incidents to allow them to actively participate in the process of 
investigation and analysis.  It also provides them with practical knowledge on how to manage the 
relationship with the Regulator. 
 
Delivered by an ex-WorkCover Lawyer experienced in the conduct of incident investigations and 
advising clients, this will be an interesting and enlightening training course.  
 
Participants: Maximum of 15 

 
This course is suitable for Senior Managers, Line Managers, Supervisors, WHS 
Professionals, Health and Safety Representatives and WHS Committee 
Members and designated Investigation Teams. 

 
Course Subjects: The course addresses the following subjects: 
 

¶ Causes of incidents 

¶ 5ƛǎǇŜƭƭƛƴƎ ǘƘŜ ƳȅǘƘ ΨǘƘŜ ǿƻǊƪŜǊǎ ǿŀǎ ǎƻƭŜƭȅ ǘƻ ōƭŀƳŜΩ  

¶ Objectives of an incident investigation  

¶ How to conduct an incident  investigation: 
o Planning the investigation; 
o Gathering evidence; 
o Analysing the evidence & identifying causes; and 
o Reporting findings & recommendations.  

¶  Legal Professional Privilege  

¶ Managing the Regulator 
 
 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Video Player and monitor. 

¶ Screen or suitable display surface. 
 
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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Major Incident Investigation  
 
 
Course Duration: 2 days Cost: $4,800 +GST (in-house) 
 
This course has been designed to up-skill personnel with the knowledge to confidently and effectively 
lead an investigation team in the event of a serious incident or occurrence.  This course is facilitated by 
former WorkCover prosecutors and experienced police investigators to ensure that the correct lines of 
inquiry are pursued, appropriate evidence is collected, the integrity of exhibits continuity is preserved 
and time is effectively managed. 
 
The objectives of this course are to provide participants with the basic skills necessary to complete an 
investigation capable of:  
 

¶ Rebutting prosecution evidence to successfully defend a charge. 

¶ Persuading WorkCover that charges should be withdrawn.  

¶ Supplying evidence capable of mitigating the size of a fine in the event of a plea of guilty. 

¶ Protecting directors and senior managers by linking evidence to their due diligence 
requirements. 

¶ Identifying the underlying causes of the incident for future corrective treatment. 
 
 
Participants: Maximum of 15 

 
This course is suitable for Senior Managers, WHS Professionals, Health and 
Safety Representatives, WHS Committee Members and designated 
Investigation Teams. 

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ Overview of the prevailing WHS legislation 

¶ Preparing for an investigation 

¶ Evidence ς what is it, preservation and continuity 

¶ Legal Professional Privilege 

¶ Conducting the investigation 

¶ Conducting a record of interview 

¶ Incident causation analysis 

¶ Making findings and recommendations 

¶ Preparing a report for management 
 

 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
Although not essential for the conduct of this course, a video may be used and in such a case a video 
player and monitor will be required. 
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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An Introduction to Internal WHS Auditing 
 
 
Course Duration: 1 day Cost: $1,900 +GST (in-house) 
 
άLƴ ǘƘŜ ŀōǎŜƴŎŜ ƻŦ ǎƻƳŜ ǇŜǊƛƻŘƛŎ ŎƘŜŎƪƛƴƎΣ ǊŜǇƻǊǘƛƴƎ ƻǊ ƳƻƴƛǘƻǊƛƴƎ ƛǘ ƛǎ ŘƛŦŦƛŎǳƭǘ ǘƻ ŜƴǾƛǎŀƎŜ Ƙƻǿ ŀ 

corporate respondent could itself ensure safe work methods sufficient to provide the foundation for safe 
systems of work and meet the requirements of the Act. 

 
ΧΦ ¢Ƙŀǘ ǘƘŜ /9h ƻƴƭȅ ōŜŎŀƳŜ ŀǿŀǊŜ ƻŦ ǘƘŜ ǳƴǎŀŦŜ ǿƻǊƪ ƳŜǘƘƻŘ ŀŦǘŜǊ ǘƘŜ ŀŎŎƛŘŜƴǘΣ ƛǎ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ 

there being a lack of this Ŧƛƴŀƭ Ŧŀƛƭ ǎŀŦŜ ŎƘŜŎƪƛƴƎ ƳŜŎƘŀƴƛǎƳΦέ 
 
The effectiveness of any management system is dependent upon regularly review and evaluation for 
continuous improvement.  Unfortunately, many internal audit programs are not deriving any real 
benefit for the business because of the limited skills of the audit team. This introductory course 
provides participants with the fundamental information and tools they require to competently carry out 
a safety management systems audit. 
 
 
Participants: Maximum of 15 
 

This course is suitable for Managers, Supervisors and those who are 
responsible for conducting internal audits.  It is also suitable for a person 
who has some auditing experience in other disciplines and wishes to apply 
their skills in the WHS field. 

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ What is an audit? 

¶ Internal and external audits 

¶ WHS Management Systems 

¶ Audits standards/guides and their coverage 

¶ Audit method (including entry/exit meetings, desktop evaluation, interviews 
and inspections etc) 

¶ Verification evidence from documentation, workplace conditions, 
observations and interview 

¶ Reporting the results of the audit 
 

 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ BǳǘŎƘŜǊΩǎ ǇŀǇŜǊ ŀƴŘ ǇŜƴǎΦ 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
Although not essential for the conduct of this course, a video may be used and in such a case a video 
player and monitor will be required. 
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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Managing Contractor Risk 
 
 
Course Duration: 1 day Cost: $2,800 +GST (in-house) 

  
Contractor risk management is one of the least understood areas of WHS. Failing to safely outsource 
work has resulted in a significant number of prosecutions.  Establishing appropriate tender criteria, 
minimum safety standards, ongoing management systems and processes for review are all critical in 
demonstrating due diligence. The course explores these considerations in detail and provides practical 
guidance on how to manage the process. 
 
Participants: Maximum of 15 
 

This course is suitable for Managers, Project Managers, Supervisors and 
others responsible for employing and supervising contractors. 

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ Duty of care ς Contractor risk cannot be ignored 

¶ Real life consequences when safety goes wrong 

¶ Understanding the legal framework 

¶ Types of contracts 

¶ General obligations ς Employer and Contactor 

¶ How to select and manage a contractor: 
o Contract Specification 
o Tender Evaluation 
o Contract Management and Review 

¶ Preferred Contractors 

¶ Top 10 Mistakes 
 

 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ .ǳǘŎƘŜǊΩǎ ǇŀǇŜǊ ŀƴŘ ǇŜƴǎΦ 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
Although not essential for the conduct of this course, a video may be used and in such a case a video 
player and monitor will be required. 
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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Risk Management Workshop 
 
 
Course Duration: 1 day Cost: $2,800 +GST (in-house) 

  
 
άΧŜƳǇƭƻȅŜǊǎ Ƴǳǎǘ ŜȄŜrcise abundant caution, maintain constant vigilance and take all practicable 

precautions to ensure safety in the workplace.  It is essential that the approach should be a pro-active 
and not a reactive one; employers should be on the offensive to search for, detect and eliminate, so far 

ŀǎ ƛǎ ǊŜŀǎƻƴŀōƭȅ ǇǊŀŎǘƛŎŀōƭŜΣ ŀƴȅ ǇƻǎǎƛōƭŜ ŀǊŜŀǎ ƻŦ Ǌƛǎƪ ǘƻ ǎŀŦŜǘȅΧέ 
 
Hazards must be identified, assessed and controlled before they have the chance of causing incidents 
(with their potential for injury, damage or disruption).  This course provides tools and methods for 
persons who have had little or no training in the identification of hazards and the assessment and 
control of risk.  This will allow them to confidently and actively participate in the process of workplace 
risk management. 
 
 
Participants: Maximum of 15 
 

This course is suitable for Managers, Supervisors, WHS Committee Members, 
WHS Representatives and employees.  

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ The modern approach to accident prevention 

¶ Distinguishing between Hazard and Risk 

¶ Legislative accountability 

¶ Hazard identification tools 

¶ Hazard recording 

¶ Risk assessment methods 

¶ Risk Control 

¶ Task analysis (including work method statements) 
 

Equipment Requirements: 
  

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ .ǳǘŎƘŜǊΩǎ ǇŀǇŜǊ ŀƴŘ ǇŜƴǎΦ 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
Although not essential for the conduct of this course, a video may be used and in such a case a video 
player and monitor will be required. 
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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 Due Diligence for Officers 
 

ά¢ƘŜ ŀōǎŜƴŎŜ ƻŦ ŀŎŎƛŘŜƴǘǎ ŀǘ ǘƘŜ ǿƻǊƪ ǎƛǘŜ ƛǎ no indicator that an employer has discharged its 
obligations under the Act. The fact that an accident occurs more often than not merely brings to the 

ǎǳǊŦŀŎŜ ǘƘŜ ǳƴŘŜǊƭȅƛƴƎ Ǌƛǎƪǎ ǘƻ ǎŀŦŜǘȅ ƛƴƘŜǊŜƴǘ ƛƴ ǘƘŜ ǇǊŜǾŀƛƭƛƴƎ ǎȅǎǘŜƳ ƻŦ ǿƻǊƪΦέ 
 
Course Duration: 2 hours Cost: $2,500 +GST (in-house) 
 
Presented by former WorkCover lawyers, experts in the law and WHS, these workshops provide a clear, 
ǇǊŀŎǘƛŎŀƭ ƛƴǎƛƎƘǘ ƛƴǘƻ ǘƘŜ ƛƳǇƻǊǘŀƴǘ ǊƻƭŜ ƻŦ ŀ ŎƻƳǇŀƴȅΩǎ ǎŜƴƛƻǊ ƳŀƴŀƎŜƳŜƴǘ ǘŜŀƳΣ ǘƘŜ ƭŜƎŀƭ ƻōƭƛƎŀǘƛƻƴǎΣ 
prosecution risks and measures necessary to give full and proper effect to the Management 
Responsibility requirements of your safety management system. 
 

Participants: Maximum of 15 

CEO to supervisor 

Course Subjects: 
 

¶ Deeper insight / richer appreciation of WHS legislative duties and fundamental safety 
management principles; 

¶ wŜŎƻƎƴƛǘƛƻƴ ƻŦ ƪŜȅ ²I{ ŎƻƳǇƭƛŀƴŎŜ Ǌƛǎƪǎ όΨǘȅǇƛŎŀƭ ŦŀƛƭƛƴƎǎΩύ - expectations and 
interpretation of the court and regulator; 

¶ Demonstrate the importance of your WHS management system and the role you play in 
maintaining its relevance, credibility and contributing to its improvement ς ΨŘǳŜ ŘƛƭƛƎŜƴŎŜΩΤ  

¶ Implications of harmonised WHS Laws commencing 01 January 2012 ς contrast and 
comparison with existing OHS Act. 

¶ Legislative framework 

¶ Key offence creating provisions WHS Act ς 1 January 2012 

¶ WHS Act 2012 ς General Observations 
o Duties will be imposed upon PCBU not an employer; 
o Defining matter giving rise to duties will be business or undertaking not employment 

relationship;     
o Definition of worker will be very broad;; and  
o Duties will be imposed upon workers or other persons not an employee.  

¶ WHS Act 2012 ς General Principles 

¶ WHS penalties 

¶ Primary Duties 

¶ 5ŜǘŜǊƳƛƴƛƴƎ άwŜŀǎƻƴŀōƭȅ tǊŀŎǘƛŎŀōƭŜέ 

¶ Process improvements, Implementation, Change 

¶ Due Diligence by Officers 

¶ Other key implications of the WHS Act. 
 
 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
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Office Safety Ergonomics & Manual Handling 
 
Course Duration: 1 day  Cost: $1,900 +GST (in-house) 

 
Correct workstation design, posture and improved manual handling techniques may result in fewer 
injuries, better concentration and higher productivity. This course addresses all of these issues and 
represents the minimum safety training requirement for employees in this type of work environment. 
 
This workshop addresses the reduction of manual handling and ergonomic related risk factors through a 
process of identification, risk assessment and risk control consistent with best practice legal 
requirements. 
 
 
Participants: Maximum of 15 
 

This course is suitable for office personnel, supervisors, WHS Committee 
Members and WHS Representatives and persons responsible for conducting 
workplace risk assessments. 

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ A concise overview of legislative requirements imposed by the prevailing 
Occupational Health and Safety Law including relevant Office Ergonomic 
Guidelines 

¶ The human body and office ergonomics, including the effect of poorly 
adjusted work stations, repetitive movements and occupational overuse 
syndrome 

¶ Identification of hazards arising from office ergonomics, the assessment of 
risk associated with office ergonomics hazards and practicable measures to 
control those risks 

¶ Effective instruction and training in the implementation of practical office 
ergonomic requirements imposed by legislation including an extensive 
introduction to controlling the risks of poor office ergonomics 

 
 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
There are two videos used with this training, one for general revision and one for a case study 
(industrial or construction).  These will require a video player and monitor (if workplace examples are 
used then neither video is essential to the course).   
 
 
Course Certificate: A certificate of attendance will be issued to all course participants. 
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NSW WorkCover Accredited Courses 

OHS Consultation  
 
 
Course Duration: 4 days Cost: $5,200 + GST (in-house) 

  
 
This is the comprehensive four day training course which all management and employee OHS 
Committee members and OHS Representatives must undertake in order to comply with the 
requirements of the OHS Regulation 2001 in NSW.  It is designed to equip participants to take part 
effectively in the operations of an OHS Committee and to represent their workplace constituents 
ŜŦŦŜŎǘƛǾŜƭȅΦ  Lǘ ǿƛƭƭ ŀƭǎƻ ƘŜƭǇ ǘƘŜƳ ǘƻ ǎǳǇǇƻǊǘ ǘƘŜƛǊ ŜƳǇƭƻȅŜǊΩǎ ŜƴŘŜŀǾƻǳǊǎ ƛƴ ƛƴǘǊƻŘǳŎƛƴƎΣ ƛƳǇƭŜƳŜƴǘƛƴƎ 
and continuously improving its OHS management system to minimise the risk of incidents and non 
compliance with the OHS Legislation.  
 
 
Participants: Maximum of 20 
 

This course is designed for OHS Committee Management and Employee 
Representatives and OHS Representatives but can also be used by those 
persons seeking an overall introduction to OHS risk management 
fundamentals and systems. 

 
 
Course Subjects: The course addresses the following subjects: 
 

¶ Workplace Health and Safety 

¶ The Role of OHS Consultation in the Workplace 

¶ Effective OHS Consultation in the Workplace 

¶ Systematic Management of Health and Safety 

¶ Action Learning Exercise (two tasks which have to be completed in the 
ǇŀǊǘƛŎƛǇŀƴǘΩǎ ƻǿƴ ǿƻǊƪǇƭŀŎŜ ǿƛǘƘ ŀ ǊŜǇƻǊǘ ƎƛǾŜƴ ǘƻ ǘƘŜ ǘǊŀƛƴŜǊ ŀƴŘ ƻǘƘŜǊ 
participants) 

¶ Continuous Improvement of OHS Systems 
 
 
Equipment Requirements:  
 

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ .ǳǘŎƘŜǊΩǎ ǇŀǇŜǊ ŀƴŘ ǇŜƴǎΦ 

¶ Data projector (If required this can be provided by the trainer). 

¶ Screen or suitable display surface. 
 
Any videos to be used will be subject to discussion with the trainer who may require the provision of a 
video player and monitor. 
 
 
Course Certificate: A numbered certificate of attainment will be issued to all course 

participants who complete the course requirements. 

 

.
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VIC WorkSafe Approved Courses 

Initial OH&S Course for Health and Safety Representatives, 
Supervisors and Managers 
 
NOTE: Delivery of the course is subject to the enactment of the WHS Bill and future approval provisions by 
WorkSafe of The Brief Group Pty Ltd as an approved provider of training for HSRs. 
 
Course Duration: 5 days Cost: $7,500 + GST (in-house) 
  
This is the WorkSafe Approved 5 day, Initial Course of Health and Safety training for Health Safety 
Representatives and deputy HSRs across a wide range of industries. The course aims to provide Health and 
Safety Representatives (HSRs) and deputy HSRs with the knowledge, skills and confidence to enable them to 
effectively perform their role. The course is highly interactive and provides participants with hands on 
activities in the workplace. 
 

Participants: Maximum of 20 
This course is designed for newly appointed Health Safety Representatives and Deputy Health Safety 
Representatives, who represent a designated work group, and may attend a training course of their choice in 
discussion with their employer. The program would also benefit those persons wanting a strong, 
fundamental grasp of best practice OHS systems and supporting processes. 
 
Course Subjects:  
The course encourages active participation using case studies, DVDs and discussion of the background and 
current practice of OHS in Victoria. It addresses the following subjects: 
  

¶ The legal framework for Occupational Health and Safety- the Victorian 
Legislation,  Regulations, Duty of Care, Common Law, statistics and fundamental 
principals of OHS 

¶ Roles, responsibilities of the employer and employee and of key workplace 
parties under the OHS Act 2004 

¶ The representation role and legislative powers of HSRs  

¶ Framework for consultation in the workplace and how to participate in the 
consultative process 

¶ Develop strategies to resolve OHS issues in the workplace 

¶ The role of the HSR in identifying hazards in the workplace and their involvement 
in controlling risks at work 

¶ Workplace Inspections 

¶ Manual Handling issues.  

¶ Communicating Workplace Safety; interview techniques and negotiation skills 

¶ The role of Health and Safety Committees 

¶ Incident Notification, Incident Investigation and Record keeping  
 
Equipment Requirements:  

¶ Desks and chairs for course participants and Trainer. 

¶ Whiteboard, eraser and whiteboard marker pens. 

¶ Data projector (If required this can be provided by the trainer). 
¶ Screen or suitable display surface. 

  
Any DVDs to be used will be subject to discussion with the trainer who may require the provision of a DVD 
player and monitor. 
 
Course Certificate: A certificate of attendance will be issued to all course participants who complete 

100% of the allotted time to complete the course. 
 
Cost:  HSRS are entitled to have time away from work to attend Worksafe Approved 

training courses, and to receive normal wages for attendance. All course costs 
are payable by the employer.


