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What is RiskWare

RiskWare is a web based application that can be accessed any time of day, on or off Gdrapus.
system is availabl® all University employees including full or part time, fixed term, casual and
adjuncts and is used to manage information and actions relating to incidents and hazards.

It enables employees to:

Report an incident for themselves or someone glgigh or without an injury
Report a hazard for themselves or someone else

The option of confidentiality when reporting on incidents and hazards
Registe a Risk; and

View the University wide Risk Register

cC
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How to Login to RiskWare

JCU Website
U The link to RiskWare is available on the JCU website. To access the website, you will need to

do the following:

Step 1 Open youlnternet ExploreBrowser to the JCU Homepage and click&iaflQ o not use
Firefox or other browsers as they reduce theahility of RiskWare.

Study Business
onling in 2015

Browse courses Financal support Events Moce informabon?
. T
\\. A%
\ A
W\:
AN .
[
ve

Step 2 Selectthe RiskWar€button.

It BB Sesching Pewsech  Sulety (beeenirp  Tesmieg K3 News A servien A7 |

Find Qaft

Mot vy mgoreione wett
Ssewch Rr 3 1Y (e TOw

Faawtey ol Unviam wedndes
o lekdy | Satand

Organmaton shant (FOV)

M‘m m:
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Step 3 Select2OGIN TO RISKWARE KERErlink

Iwantto... HR Teaching Research Safety Leadership Training MU News All services A-Z

What is RiskWare?

RiskWare is the University's online system for reporting and managing incidents, injuries and hazards.

LOGIN TO RISKWARE HERE

Step 4 Authenticate usingrour normalJCUogin detail JC number and password)
James Cook University - Central Authentication Service

For security reasons, piease
Enter your Login ID and Password L¢

) Out and ExIt your web

nl 21 whan you are done

vices that

i

thentication

LOGIN| clear

Step5 Select your help level

u You can select® | SdvekwHich enables prompts to display while you are navigating and
entering information into RiskWare.

Help Level

For a better experience with this application, please select your help level:
)1 am a new user and | would like full assistance

@ | am an experienced user, however | would like some assistance

()| am an experienced user and do not require any assistance

Last Updated24 February 2015
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RiskWare Layout and Navigation

General User

O PTWARSE
m S tirw i Tanin ToMelsiate O Ctenae Swezed ¥ reatact 8t

Welcome, Employee A

Panel = 1A MES COOK
Help = UNIVERSITY Global Meny
AUSTRALIA
s @ S
\_ )
Home Page

Copamight  Diactmmmss Pinscsy Corfact L Atand Us

Menu Explanations

Global Menu

Home Return to theRiskWare Home Page where you can see all of your option:
the Panel.

My Tasks View Incidents and Hazards that require further action. This function is ol
available to Supervisors.

My Calendar View a calendar showing due dates of required steghérmitigation of

Incidents and Hazards. This function is only available to Supervisors.

Last Updated24 February 2015
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Help
Information Help navigating RiskWare.

Panel
Report an Incident/Hazard

=

Repen an IndidentMazard

View and manage your Incidents/Hazards

N

View ané manage
IncigentsMazaecs

WHS Rink Rogistar View and manage WHS Risésessments
-_— W

View ana manage WHS Risk
Assesaments
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Useful Tips
&

This symbolndicates a required field&and must be completed

@ ® ® 9

Cancel Previous Next Help

Available actions

Cancek cancel the Incident Report
Previous- review oramend data
Submit¢ assign to approver

Help¢ access user guides

Click to performa search

Drop Down list available click to drop down list

»VWhat happens if | do not =
enter information where

there is a white arrow in a
red circle?

= What are the implications
of incident reporting?

= How dn | nroaress to the

Click a question to display an answir the Information Box

[Information '

* You must select a "Time
Category™

e You must enter "Location
Category™

lYyasSNAR (2 C!vQa FyR 2G§KSNJ dza

box

Exiting RiskWare
To exit the Web Self Service always useli®d& OU®dption which is located at the top right hand

side of the navigation screen and then click the CLOSE icon , or select File/close on the pull down

menu.
Step 1 Log off RiskWare

( ‘. ISKClon 'H:.-

-

s orvr " y A
by ’ 3 e ' o « Bir du
N wieme L ReTme T e lamaca Shacke Peaansry e, s
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Incident Reporting

Logging a non-injury incident for yourself
Step 1 Log on to RiskWare

Step 2 Select Report amcident/Hazard

( » (iskcloud ..
- Nas Naragee -

Welcome, Employee A

== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

Ly e ssaniocy
e 1k 08 ‘Cargact L

apyress Dhscksmmi Py Comas Us Abost Us

Step 3 SelectReport ang incident, near miss or injury.

U This will open up Page 1 of the Incident Report. You will need to complete eachsectio

U All sections with ® are mandatory fields and must be completed.

| would like to report:

' » Reporta- hazard.
LAV eport a - hazar

i Report an - incident, near miss or injury.
LA‘" P . jury

Step 4 Determine the type of incidentProvides the opportunity to report on various types of
incident, for example an incident may involve people only or it may involve assetsranigay
involve both people and assets.

Example: People and assets involved

U 2SNB YdzZ GALX S LYOARSy( ¢eLlSa Ay@2t OSRK

Last Updated24 February 2015
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U {StSO0G UKS Y2aild aSOSNBfe AYLIOUSR LYOARSYyld ¢¢
U {StSO0G UKS FRRAUAZ2YIE LyOaA®RSYy(d ¢eLSa AYLI OGS

Determine the type of incident

Determine if one or more
I Were multiple Incident Types involved? e Incident Types were impacted
or potentially impacted by this
incident. For example: People,
Assets, Environment or
Security.

O No @ Yes

Select the Incident Type most
! Select the most severely impacted Incident Type e} severely impacted or
N | potentially impacted by this
incident. Only one Incident

) Beopiel O Assets Type can be selected.

Select each of the additional

Select the additional Incident Types impacted e} Incident Types impacted or
potentially impacted by this
incident. More than one

Baoplepslvdesels Incident Type can be selected.

Step 5 Who sustained this incident?
U { St SOG waSQ

Wha sustaned this mcdent?

; i" ® Me Anothar Person &) Saloct who thes mcidant
happensd to

Step6 When did the Incident occur?

U This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campusesyhn the incident
occurred?

When did the incident occur?

W Dater 20202 ™ O ime: 122+ 8~ © Enter the date and time of the
e mcident
Tine Category Select a Time Category - v: O
A moess bresk 15 3 schadulsd
break & g lunch of temporary
suthonsed sbsence awsy fom
place of employment dunng a
work day

Step7 Incident details

U 9y &adaNBE &2dz  ROAAS 6KSGKSNI KS AYOARSYy(d 2 00dzNJ
o Why [/ IYLWdzaQ Aa Fff odzAftRAYy3IaAZ NRBFRax LI GK
o Yh¥T |/ lalVotlde@ar@as dutside the campus grounds.
U You will need to complete each question within this sectibiclude as much detail as you
can and be specificFor example, if you were lifting a heavy piece of furniture under
instruction from your superviddd @ 2dz YSSR G2 aleé& (KAa® 52y Qi
does not paint a detailed picture of the incident and it may end up being dismissed as
insignificant when there is in fact a major underlying procedural issue.

ny
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U hyteé O2YLX SG5S ikt 3 201 (ARY Ay OARSY G 2 OO0dzNNEBF

Incident Details

% Did this incident occur-@0n CampusC/Off Campus

Select Location:

Location Category: | -- Select a Location Category --

Location Details:

[ [

< What was the work or activity being undertaken at the time of the incident?
EII Work Activity Category: | -- Select a Work Activity Category --

F i; Using a few words briefly describe the incident:

Incident Title:

Describe the incident with as much detail as possible:

Q
Q
Location Details
m For example, car park, factory,
boardroom, etc.
l‘|~5}4
What work/activity was being
E Q done at the time of the
incident? |.e. driving, lifting
& boxes, typing etc.
ﬁyk}z
Summarise the incident for
) easy identification in the
Incident/Hazard Register.
PRI+ Describe the incident with as
much detail as possible. What
exactly were you doing?
What exactly happened? What
process, product, chemical or
equipment was involved?
v What was the outcome?

Step9 Did an injury/illness occur?
U { St SOG wb2Q

Did an njury/ilness cccur?

.(: @ No Yos
—

Last Updated24 February 2015
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Step 10You will need to review each of the remainipnglzSa G A2y a 2y t I 3S Hd LT &3
any of these questions, the relevant description box will open and you will need to provide details.
Make sure younclude as much detail as you can and be specific.

U Itis important to report if you were approjately skilled and/or trained and/or certified to
do the activity/task if this is a requirement of the activity/tasktiis will determine whether
or not you are askedt a later stage whether you feel you were sufficiently trained/qualified
in the task ad how much experience you have had (see Stement 13).

U Include as much details as you can about anyone who witnessed the incident. If the witness
is a JCU member of staff click on the magnifying glass and search for the person. You can
search by firshame, surname, title or location.

U Describe in as much detail as possible if any property or assets were involved in the incident
or damaged as a result of the incideMiote that this box will only appear if you selected
WFaasSdaQ & | ygSkeyOARSY(H Ge&LIS RdzNR

Yes Q I the incldent ocourad whits 3
taskfactiaty was bemg
performed, salect whether
tramng/cestificabion was
requeed for this task/actvty

Witness Detals
S & No Yas o Check the tickbox and entsr
x. the namnes, nddresses, phone
Witness Details {include name and phone numbsr if known) | numbers and any other relevant

7= information for a¥ witnesses

I SNE7

Was there any asset/property invotved/damaged?

8 @ No Yas o

Dascrgtion of damage

m Fitaess T7'Wx Toke W70 Corctr /) Coae Smawecrd % tuastect Sl Losmat
@ =] = o Incident Report
Carcel Prevsc) L L Mg 2uls

12
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Step 2 Do you believe you were sufficiently trained/qualified in the task?

U Select the appropriate response based on the belief of the person involved in the incident.
b23GS G(KIFIG GKAA ljdzSaldAzy ¢ atfSép 1@toythieduestidlISF NI A F ¢
W5AR KS FOGAQ@GAGE €&2dz sSNB R2Rya®®F i G(KS GAYS

Do you believe you were sufficiently trained/qualified in the task?

rm JYes (O No (@® Unknown o Have you received sufficent
a training prior to the incident
occurring?

Step 13Experience in the task being carried out when the incident occurred:

U Enter the length of time in years and months that you have had experience in theNag.
GKFIG GKAAa 1jdzSadAzy oAffat3effiodothe fHASE QIR 2 F @3 HzR 4 ¢
FOGAGAGE @2dz 6SNB R2Ay3 G GKS GAYS NBI dzA NB |

Experience in the task being carried out when the incident occurred:

(i
m Years: Months:[:J (¢] Enter the amount of

experience in the task at the
time of the incident.

Step X Incident Classificatiog The processes and the circumstances leading to the incident.

U You will now identify the most severe incident type. If more than act@r or activity
occurred, please select the type that contributed the most to the incident.

U Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.

Incident Classhcation

Identfy what occumsd The action o actaty that

contnbuted most 10 the Incidert
Please select the most severe mcicent type v O

Whal was the most sgrfican! cause The object. substance o
circumsiance that directly
~ Please selact the most siver possibla Cause - - 0 causad the nodent

Step BAssign to

U Withinthis section you have the option to make this incident confidential from your
supervisor/manager. If you select this option, this incident will automatically be notified to
onlythe Head, HealthSafetyand Environment

U If your manager/supervisor is ingexct, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assign fo
;“ MansgevSupentsor | Supenasoc A g Select the person 10 assgn the
— ncident 1o This is typeally
your né managet

13
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Step BWho was notified of this incident?

U If you havealreadynotified another staff member of this incident, click on timagnifying
glass and search for the person. You can search by first name, surname, title or location.

U If you have notified someone else of this incident, including a Contractor or Visitor include as
many details as possible.

Whao was notified of this incident?
% Staft Date Time If you hase notfed anyone of
n 281072012 v 13 » 58w :’m enter ther dotais
ContractonVisdoe Othee Dste Time
241012012 v 13 v -58 ~

Step I7 Attachment

U You carprovide extra information such as an image of where the incident took place.
However this is not mandatory.

Anachment

Chek 10 add an attactimsnt |

{ ‘l IDl\.—_lnl II’4.‘Y

<

o -

ez Vi Tass TRV Cannae ) Comge Paaanad ¥ raectecs O assw

o Incident Report

-y Pape et 4

Step ®What immediate action, if any, has been taken?

U Here youmustdescibein detailany immediate action that haareadybeen taken.

What immiediate action, f any, has been taken?

j ( \ . Descnbe immediste action

14
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Step 2C(Rate the consequence for this inciddot selecting the appropriate description.

Rate the consequence for this incident O

—e Consequence | Rate this ncadera by clicking
[Frosecusen of ey & b
PCHU a¢ Note Your Supenisor will
) Pre
e X ot repont tertng] oo o | ortcer confierm this rating
& Lsely ame TBA o PN : :;001) ) Enforceotls
; regulnry EASty. | L ines
or Srecians
Ty o ineas
Severe mjury o |
. L Ne medcw Fral sed wont egurng deys nft Death or oas
PG - Parok Yearrmet treatrre warkormmor | “;:’w":" of ety
provety damage | P e
L
Inaignificant Low Mudium ogh Extrmme
N

Step 21You are about to submit an incident.

U Click the submit button located on the toolbar

testtess 3l Locoet

Incident Report

Fotare vy Take T M Cakrder 7} Chasoe Prammsrd %
c «
@ © & 10
patorr)

»
Cancel  Pravicus b 3

You are about to submit an Incident
\ ’ To complete this process, piease follow the nstructions besow

Person: Employes A
Assigned To: Supservisor A

To Subendt your request. click the o tution flocaesd on the tecltarn)
To revew your information chick the () button flocated oo the tosibar)

Step22Your Reference Information

Your Reference Information

Your information has been recorded successfully.

= — 1

Your Reference Number is 106

%3 Home page

= Print incident report

B Click here to enter another incident

Step B Log off Risk Ware

~ "
{ ‘gnal\' Ioud

BOFPTWARE
Foeme (2 0cTanls W0 Mcamasar ) Soanse Pannsrs % Tanton

15
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Logging anon-injury incident for someone else

Step 1 Log on to RiskWare

Step 2 Select Report amcident/Hazard

¢

. r Tal -
( B iISKCIOU
Informunon Fetone Cextots 5 ctowonnr ) s fonn ¥ i 8 isme

Welcome, Employee A

== JAMES COOK
~~ UNIVERSITY
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Ly segune asanliocy
Shisa Uk 08 T "

Thactsmel Fricy Comac Us Abost Us

Step 3 SelectReport ang incident, near miss or injury.

U  Thiswill open up Page 1 of the Incident Report. You will need to complete each section.
0 All sections with © are mandatory fields and must be completed.

I would like to report:

¢ Reporta- hazard.
Lj eport a - hazar

L‘_j Report an - incident, near miss or injury.

16
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Step 4 Determine the type of incident. Provides the opportunity to report on various types of
incident, for example an incident may involve people only or it may involve assets only or it may
involve both people and assets.

Example: People and assets involved

U WSNB YdzZ GALX S LYOARSyYy(d ¢elLlSa Ay@2t dSRK { St S
U {StSOG GKS Y2ad aSOSNBteé AYLI OGSR LYOARSYyd ¢
U {StSOG UKS FTRRAGAZ2YIFE LYOARSYyU(G ¢é&LlSa AYLI OGS
Determine the type of incident
Determine if one or more
I Were multiple Incident Types involved? o Incident Types were impacted
or potentially impacted by this
incident. For example: People,
Cible@rives Assets, Environment or
Security.
Select the Incident Type most
! Select the most severely impacted Incident Type e severely impacted or
Ol | potentially impacted by this
) @ incident. Only one Incident
®People O Asset Type can be selected.
Select each of the additional
Select the additional Incident Types impacted e Incident Types impacted or
potentially impacted by this
People [ Assets incident. More than one

Incident Type can be selected.

Step 5 Who sustained this incident?
U { SEtSOG W' y2G0KSNI t SNR2YQ

Wiy sustained this incident?

;I.‘ Me |9 Another Person e Select who this incident
happaned 10

Step6 When did the Incident occur?

U This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc. when the incident
occurred?

When did the incident occur?

P Date: 247102012 \ e Tima R+ 8~ © Enter the date and time of the
TS o mcident
aakics oLl A rscess bepsk 15 3 schadulsd
break & g lunch of temporary
auth d sbasnce away fom
place of employment duning a
work day

17
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Step 7 Incident details

U Ensureyouad® @¢KSUOKSNJ 6KS AYyOARSYd 200dzZNNBR ahy [ |
o Why /FYLHzaQ A& Fff o60dzAf RAYy3IaX NRIFRazX LI GK
o Wh¥F /IYLWzaQ A& Fff 20KSNJ I NBlFa 2dziaiARS i
U You will need to complete each question witlins section.Include as much detail as you
can and be specificFor example, if the person you are logging the incident for was lifting a
heavy piece of furniture under instruction from his/her supervisor you need to say this.
52y Qi 2dzad alre WEAFOAOAYI FdzNYAGdzNBQtanditt KA &4 R2 !
may end up being dismissed as insignificant when there is in fact a major underlying
procedural issue.
U hyteé O2YLX SGS (GKS a[20FrGA2y 5SiGFAftaég AF GKS |

ncident Details

Did this incident occur @ On Campus ) OF Campus
Select Location c _“ o
Location Categary . e

Location Datails Location Detads
For axample, car park. factory.
boardroom, etc
.
£4
“n VWhat was the work or actmty baing undenakan at the time of the incident? What Kiactivty was being
Work Actiily Category:  — Select a Work Actaity Category - - @ dene at the tene of the
X Incident? | & dmang, Ming
boxes, typing et
w |
54
~= Dascrbe tha incxdant with as much datal as possible
j ] Describe the incident with as
much detail a5 possible \What
exactly were you doing?
What exactly happened? What

process. product, chemweal of
— eqgupment was imvolved?
| What was tha outcoma?

Step8 Select Next at the top of the page and Page 2 of ne@&lent Report will display.

( bl I.Dl\(-lr‘l i NET
- Sl Maagereet 0 . . RO FT w L

frformanen ) Shiwen T2ys Yoy Wiy Comean (ilteces bvurey ¥ fromen Mlisane
, Q@ 2 Incldent Report
P

o LA R A

Step9 Details of person who sustained the incident.

U Select the person type. Your options are:
a) Adjunct Staff
b) Contractor
¢) JCU Staff
d) NON JCU (e.g. UniVet)
e) Postgraduate/Honours Student
f) Student Association

18
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g) Undergraduate Student
h) Visitors/General Public
i) Volunteers
U If you select JCU Staff you can search the database for that person by clicking on the
magnifying glass.
U If you select Adjunct Staff, ContracttdON JCU (e.g. UniVeBostgraduate/Honours
Students Student AssociatigiMsitors/General Public or Volunteers you will need to
complete as much detail as possible. First Name, Surname and Mobile Phone Number are
the minimum requirements.

Dg of person who sustaned the incident

Q‘P Petzen Type - e 1. Select the Perscn Type from
the dropdown Dox
Search the database for this p before ing details 2 For employees you may
~ search and salact tha person
First Name _’_J _} © from the siafl dstabase

Otherwize, enter the persons
dedaiis in the spaces piomdad

Muekdie Name

Sutname

Title

PronaExt

Email

[
[
[
1D Number !
[
|
|
|

Mobile
Drte of Birth Qate of Buth -~

Gender Male  Famale
Home Address. |

!
Country Bulect # Countsy ~
Sate: Seloct 1 Stale

Post Code [

Suburt |

Home Phere |

Fax !

Step10Select Next at the top of the page and Page 3 will display.

( Fbl IDI\’--Ifjl i ;:-1

fasses (yrtows Ticiameen ACwesenmeners ®reomes $isses
Q = @ Incident Re?on
Caonmt ¥ L Paje it s

Step 1 Didan injury/illness occur?
U { St SO0 wb2Q

Did an mjury/ilness occur?

.q @ No Yos o Was an inury/ilness sustained?

19
Last Updated24 February 2015



=== JAMES COOK

w= UUNIVERSITY . .
T AUSTRALIA RiskWareUser Guide

Step 2 You will need to review each dié remaining questionsonPag®3 L ¥ &2dz F ya g SNI W,
any of these questions, the relevant description box will open and you will need to provide details.
Make sure younclude as much detail as you can and be specific.

U Itis important to report if you were appropriately skilled and/or trained and/or certified to
do the activity/task if this is a requirement of the activity/tasktiis will determine whether
or not you ae asked at a later stage whether you feel you were sufficiently trained/qualified
in the task and how much experience you have (s Steps4and 15).
U Include as much details as you can about anyone who witnessed the incident. If the witness
is a JCU ember of staff click on the magnifying glass and search for the person. You can
search by first name, surname, title or location.
U Describe in as much detail as possible if any property or assets were involved in the incident
or damaged as a result of thecident. Note that this box will only appear if you selected
WraasSiaQ a Iy AYyOARSYydG GeLlS RdNAy3I {GSLI no

Yes Q I the incldent ocourad whits 3
taskfactiaty was bemg
performed, salect whether
tramng/cestificabion was
requeed for this task/actvty

Witness Detals
S & No Yas o Check the tickbox and entsr
x. the namnes, nddresses, phone
Witness Details {include name and phone numbsr if known) | numbers and any other relevant

7= information for a¥ witnesses

I SNE7

Was there any asset/property invotved/damaged?

8 @ No Yas o

Dascrgtion of damage

50 rT 2
25 o y e T ~ — . -
iiome " UxTaua 2 Canam Coeoox Sxaxaod faegzaca l'..;.x

@ & » O 2 Incident Report
Cancel Prevoss fexr ey Mape i1t s
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Step U Do you believe you were sufficiently trained/qualified in thek?

U Select the appropriate response based on the belief of the person involved in the incident.
b23GS GKIFIG GKAA ljdzSaldAzy ¢ atfSép 12tythedquelstioflJS | NJ A F ¢
W5AR GKS OUGAGAGE &2 dz GoNS NS/ ARRIAKYES NIIA FIAKDS (UAA2YYD

Do you believe you were sufficiently trained/qualified in the task?

rm JYes (O No (@® Unknown o Have you received sufficent
a training prior to the incident
occurring?

Step B Experience in the task being carried out when the incident occurred:

U Enter the length of time in years and months that you have had experience in theNagk.
GKFG dGKAA jdzSadAazy ogAffatgdiysSileé muLILIRF NUKAST Ij&d2Sdz (3
FOGAGAGE @2dz 6SNB R2Ay3 i GKS GAYS NBI dzA NB |

Experience in the task being carried out when the incident occurred:

(i
m Years: Months:[:J (¢] Enter the amount of

experience in the task at the
time of the incident.

Step B Incident Classificatiog The processes and the circumstances leading to the incident.

U You will now identify the most severe incident typfemore than one action or activity
occurred, please select the type that contributed the most to the incident.

U Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.

Incident Classhcation

Identfy what occumsd The action oF actaty that

contnbuted most 10 the Incidert
Please select the most severe ncicent type v O

What was the most sgeficant cause The object. substance o
circumsiance that directly
~ Please selact the most saver possibls CAuse — - 0 causad the hoxdent

Step I7 Assign to

U Within this section you have the option to make this incident confidential from your

supervisor/manager. If you select this option, this incident will automatically be notified to
onlythe Head, Health, Safety and Environment.

U If your managergupervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assign {o

ncident 1o This is typeally

s Mansget'Supenisor  Supenase A Q@ Salact the person 10 assign the
your ine managet
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Step BWho was notified of this incident?

U If you have notified another staff member of this incidenigiclon the magnifying glass and

search for the person. You can search by first name, surname, title or location.

U If you have notified another student of this incident, insert their first name and surname.

Wha was notified of this Incident?

% Staff Date Time

If you have notifed anyone of
| wnnne @ (2 vi[EaV] :n:hddam entar thelr datalls
oy L .
Contracto Visitor/Othee Date Time

\ 211412014 ¥ [9 vV

Stepl9Attachment

U You can provide extriaformation such as an image of where the incident took place.
However this is not mandatory.

Attachment

Chek 10 add an attachment |

Attachment Type Date Uplsaded | UplsadedBy |

Step20Select Next at the top of the page and Page 4 will display.

R teme Ty Tnals FA Caieder () Chacde Fasawres % Eneecy S Losout
o

Incident Report

Pagudots

C @ & >
_Cancel  Provious  Mexi Help

Step21 What immediate action, if any, has been taken?

U Here you must describe in detaihy immediate action that has already been taken.

Descnbe immethiste action

| %

Step22 Rate the consequence for this inciddnt selecting the appropriate description.

Rate the consequence for this incident Q

— Comsequence e | Rate this mcadert by clicking
Trrosecusen of = (e o A L natarac
: Prasecetonof | PCV Note Your Supantsor will
VWS - Camptance a At report feding s ofcer, confierm this rating
B Lsely A TRA o O : :ﬂ"’"’ .llr Enforceosis
; {regulsory gen seriakings
o Srecians.
Yy of iness
Severe mjury o |
. L Ne medcw Fral aed wont esurng deys uft Dwath or oas
VNG - Parol ST | s or et
Yegtrwrt treatrere wWark or meo! rty derrage of facity

p'meﬂ‘ ﬂlﬂ -
3
Inaigmificant Low Mudium oh [
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Step23 Select Next at the top of the page and Page 4 will display.

fpreme [P0y Tames 7 My Comngyr /) Change Passwory % Framace o Losost
@ ® = O 2 Incident Report
Cancel Previous  Next Help Page 5 of

Step24 You are about to submit an incide

U Click the submit button located on the toolbar.

S o 3 MeTomss TlMy Camnonr O Saanae Pasnosed ® Sengach Ml Losout

@ =« = 9 | Incident Report

Cancel  Frewous Submit

§

You are about to submit an Incident
To completa thes process, please follow the instructions below

—
Person: Balinda Barkiey
Assigned To: Margaret Cato-Smith

To subenet your request. click the 0 button (located on the toclbar)
To remew your indormation chick the (%) button (jocated on the tooibar)

Step 5 Your Reference Information

Your Reference Information

Your information has been recorded successfully.

= = Your Reference Number is 107

&3 Home page
2 Print incident report

B Click here to enter another incident

Step B Log off RiskWare

~ =
( anal\f oud .

L I ‘V . " or
B (2 0cIm W) e Camacn waacse Pannsry P Teasel Ml e
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Logging an injury incident for yourself
Step 1 Log on to RiskWare

Step 2 Select Report an Incident/Hazard.

v

- bt iskcloud o
' M tone 0 Tonks 5 e lowonwr ) Comae Seie % Eaasmen 8 asne
Welcome, Employee A
—— JAMES COOK
w~ UNIVERSITY
AUSTRALIA

A2
1+ Ly sepane ssasitincs
Seasa clck s Tartact Ux

Thacismel Friacy Conmac Us About Us

Step 3 SelectReport ang incident, near miss or injury.

U This will open up Page 1 of the Incident Report. You will need to complete each section.

0 All sections with ® are mandatory fields and must be completed.

| would like to report:

;L_A" Report a - hazard.

'_A*’ Repeort an - incident, near miss or injury.
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Step 4 Determine the type of incident. Provides the opportyrid report on various types of
incident, for example an incident may involve people only or it may involve assets only or it may
involve both people and assets.

Example: People and assets involved

U 2SNB YdzZ GALX S LYOARSy(d ¢elLlSa Ay@2t OSRK { St S
U {StSOG G(KS Y2aid aS@SNBte AYLIOGSR LYOARSYy(d ¢:
U {StSOG G(KS FRRAGAZ2YIf LYOARSy(d ¢eLlSa AYLI OGS

Determine the type of incident

Determine if one or more
I Were multiple Incident Types involved? e Incident Types were impacted
or potentially impacted by this
incident. For example: People,
Assets, Environment or
Security.

(ONo (@ Yes

Select the Incident Type most
! Select the most severely impacted Incident Type e severely impacted or
Ol | potentially impacted by this
) incident. Only one Incident

©Feopla O Assats Type can be selected.

Select each of the additional

Select the additional Incident Types impacted e Incident Types impacted or
potentially impacted by this

incident. More than one

People [V Assets Incident Type can be selected.

Step 5 Who sustained this incident?
U { St SOG waSQ

Wha sustained thes mesdent?

;Ii & Me Anothar Person @ Saloct who thes mcidant
happensd to

Step6 When did the Incident occur?

U This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc when the incident
occurred?

When didd the incident occur?

AN Date  24/10:2012 v [+ Tima Ry B~ ] Enter the date and tima of the
i3 ° incidert
T Cate - Select a Time Cate . -
gk it A rmoess bresk 15 3 schadulsd
break ¢ g lunch of temporary
auth d sbasnce awasy fom
place of employment dunng a
work day
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Step7 Incident details

U Ensure you advise whether the incidentodd® R Why /I YLJdzaQ 2NJ Wh¥T /|
o Why /FYLHzaQ A& Fff o60dzAf RAYy3IaX NRIFRazX LI GK
o Wh¥F /IYLWzaQ A& Fff 20KSNJ I NBlFa 2dziaiARS i
U You will need to complete each question within this sectibrtlude as nuch detail as you
can and be specificFor example, ifou werelifting a heavy piece of furniture under
instruction fromyourd dzLJISNIJA 82 NJ 82dz YySSR (2 aleée GKAaAO® 5
does not paint a detailed picture of the incidentdait may end up being dismissed as
insignificant when there is in fact a major underlying procedural issue.
U hyte O2YLX SGS GKS W[ 20lG4A2y 5SilIAfaQ AF GKS

Incident Details

Did this incident occur@0On Campus” Off Campus

Select Location: A o
Location Category: |- Select a Location Category — IZ| &
Location Details: Location Details
m For example, car park, factory,
boardroom, etc.
ﬁ\ky
< What was the work or activity being undertaken at the time of the incident? Wit Yy s T
E“u Work Activity Category: | -- Select a Work Activity Category -- Iz‘ & done at the time of the
incident? |.e. driving, lifting
- boxes, typing etc.
ﬁvk}r
|’ Using a few words briefly describe the incident: Summarise the incident for
Incident Title: o easy identification in the

Incident/Hazard Register.

Describe the incident with as much detail as possible:

-~ O Describe the incident with as
much detail as possible. What
exactly were you doing?

What exactly happened? What
process, product, chemical or
equipment was involved?

What was the outcome?

Lyzzen (7% Tasts THeComnte A Coege taserd ¥ tasstess 8 Lones
@ = 2 Incident Report
Cmeel weip Padatictd
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Step9 Did an injury/illness occur?
u {StSOG v, SaQ

Did an mury/iiness occur?

“Q Mo & Yes o Was an mpryilness sustamed?

Step10You will need to review each dié remaining questionsonPag® L F &2dz F yag SN W

any of these questions, the relevant description box will opad you will need to provide details.
Make sure younclude as much detail as you can and be specific.

U Itis important to report if you were appropriately skilled and/or trained and/or certified to
do the activity/task if this is a requirement of the adty/task asthis will determine whether

or not you are asked at a later stage whether you feel you were sufficiently trained/qualified

in the task and how much experience you have (s Stepsdand 13).
U Include as much details as you can about anywhe witnessed the incident. If the witness

is a JCU member of staff click on the magnifying glass and search for the person. You can

search by first name, surname, title or location.
U Describe in as much detail as possible if any property or assets weitedd in the incident
or damaged as a result of the incideMiote that this box will only appear if you selected

WraasiaQ a Iy AYyOARSyG GeLlS RdNAy3I {GSLI n

Yes Q I the incident occurad whist 2
taskfactraty was bemg
performad, select whether
frammng/certificabion was
requeed for this task/actvty

Witness Detasls

D

fx * No Yas e Check the tickbox and enter
b the namnes, ndcdresses. phone
Witness Details {include name and phone numbsr if known) | numbers and any other relevant

I information for a¥ witnesses

| ¥

Was there any asset/property invoived/damaged?

.;8 & No Yas [+]

Descrngtion of damage
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Step 1 Select Next at the top of the page and Page 3 will display.

i 0 g W AN
e — TRy

D o Incident Report
fope 2uls

Step 12Do you believe you were sufficiently trained/qualified in the task?
U Select the appropriate response based on the belief of the person involved in the incident.

Do you believe you were sufficiently trained/qualified in the task?

ﬁ OYes (O No @ Unknown ] Have you received sufficent
training prior to the incident
occurring?

Step 13Experience in the task being carried out when the incident occurred:
U Enter the lengh of time in years and months that you have had experience in the task.

Experience in the task being carried out when the incident occurred:

% Years| | Months| | Q Enter the amount of

experience in the task at the
time of the incident.

Step M Incident Classificatiog The processes and the circumstances leading to the incident.

U You will now identify the most severe incident type. If more than one action oritgctiv
occurred, please select the type that contributed the most to the incident.

U Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.

Incident Classhcation

Identdy what occumsd The action of actmty that
contnbuled most 10 the inciders
Please select the most severe ncident type v QO
What was the most sagficant cause The object. substance of
circumsiance that directly
~ Please selact the most saver possibia CAUsE - - [+] caused the Incxdent
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Step BInjury/lliness Classificatio

U  You will now identify the most severe injury type. If more than one injury was sustained,
please select the most severe injury type.
U0 Next, you will identify the part of the body that was most severely injured.

Injuryliness Classfication

’s Idertily the type of injury or diness sustaned (selact the most sevece) ‘ The most senous mury
— sustaned
Pleasa select the most sewem injury — - +]
Vihat part of the body wasis most affected (select the most severe) Thae bodly location of the maat
SON0US INjury sustaned
— Please 8olect the most sewersly Inkeed bodily part — - Q
I apphcable what gide of the body was afectad? Selact the side of the body
: most gflacted
Not apphicable Left Rght @ Both

Step B Injury Details

U Provide details ofhe injury sustained. List all injuries where multiple injuries were
ddza il AYSR® 'y SEIFIYLXS 2F (KA&A AazX aL adaAadl Ay
ONHzA aAy3a (2 GKS fSFTG aARS 2F Yé FI OS¢

Ingury Details

‘(: Descnbe the injury in dstal Describe the actusl injury
sustaned
i Lacssation on my faf indax

tngse
For multigle inpunes bet all
nunes sustaned

[

Step I7 Assign to

U  Within this section you have thaption to make this incident confidential from your
supervisor/manager. If you select this option, this incident will automatically be notified to
onlythe Head, Health, Safety and Environment

U If your manager/supervisor is incorrect, click on the magmifglass and search for the
correct person. You can search by first name, surname, title or location.

Assign fo
& Mansger'Supensor | Supenasoe A o @ Saloct the person 10 assign the
= Incident to. This is typesily
your né managst
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Step BWho was notified of this incident?

U If you have notified another staff member of this incident, click on the magnifying glass and
searchfor the person. You can search by first name, surname, title or location.
U If you have notified someone else of this incident, including a Contractor or Visitor include as

many details as possible.

Whao was notified of this incident?

% Staft Date Time I you howe notfed anyone of
A 241072012 v 13~ 58« thes mcident, snter ther dotais
= here

ContractooVisd o Other Dute Time
241012012 v 13 v -58 ~

Step B Attachment

U You can provide extra informationduas an image of where the incident took place
medical documentationHowever this is not mandatomst this point

Anachment

V7 Chck 10 add an attachmsnt |

Attschment Type Document Description | Deteupladed |  Uplsadedny |

Step 20Select Next at the top of the page and Page 4 will display.

{ ba IJI\."-‘r‘l il rav
il .

m Soneme e Tans TocComnte /) Conae Dunanead ¥ roectecs O s
e «wl = B o Incident Report

Canzel  Previosf e ey Page del4
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Step 21Treatment for injury/illness

U ¢KAa Aa |

YFEYRFG2NE FASER® LG A& Fdzi2YlFGAO 1

will need to advise what treatment was received and thikdetails of that treatment.
U ¢KS |jdzSaliiR yl W dztal y OS OF f t SRKQ A& LI NI 2F KA

Fd Wb2Qod LT

Treatment for injury/illness:

I Y0 dzf3ISy @K Sg 1 & a@ISIND SRS WISHIQPS

& Was First Aid Administered? @ No o If as a result of this injury or
Was Medical treatment ilneszs: i
ided? ® rovision of initial care was
S oo provided. then select Yes to
Medical (doctor, physiotherapist or other practitioner) treatment («] First Aid.
Hospital Diagnosis and remediation of a

Please provide details:

medical issue was sought,
then select Yes to Medical
treatment.

Details to be provided, as
known, are: names and

=1 Was an Ambulance called?
et 2\ ~N
2™ @NoUYes

contact details of people
providing care or treatment
places where treatment was
s provided means of transport to
v place of treatment, eg.
ambulance brief details of
treatment.

Step 2 Do you intend on seeking Medical treatment?

U If you are going to seek further medical treatmert, B &S ' ya g SN W, SaQod

Do yons witend on ssenng Moo tresmywnt?

— TN 'VYn

Step Blnjuryl/illiness resulted in:

i LT &2dz2NJ Ay edNE

Time fromWorlc6 2 y S

NBadzZ Ga Ay |
2N Y2NB akKATOGa f2aiG0Qd LT y2 22N

Pieana in02te whether you
wih 10 00k TRICH VORI
et yeay pury

22N] SNE / 2YLISyal i

submitted, pleaseid 6 SNJ Wb 2 [2ald ¢AYS CNRY 22N]Q

Injuryfliness resulted n

R © 5 Lo Toom Foom ok
Loat Teme From Work - (one or more shifls lost)

No Lost Time From Wark
Less than 1 whole shit or
workng day lost

Lost Time From Work

Either a compieta worlung day.
or 3 shit was icst bom work as
0 resutt of the wgury

Fatality

A fatafily ocouned 88 i resut of
the injury

Step 2 What immediate action, if any, has been taken?

U Here you must describe in detail any immediate action that has already been taken.

Wit rremesiets acten ey R e, Sasen

4
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Step 5 Rate the consequence for this incident by selecting the appropriaterigéso.

Rate the consequence for this incident &

—— Conseguence s | Rate this ncident by cicking
Prosecction !« _;yeey b s
: e of | PCSS0 HNote Your Supsrdsor wil
WS . Conghsnce gt report tndeg ' 0ffcer confrm this ratng
3 THA A corpary /
& Lntaey P e xforcasten
ndetairge
or Srectioes
nery of iness
= o medcs Frstad level | regueng zays off 5""“7 Death of oes
= Perole srastrect verer workoempor | SPEIEOCTERC | oy py ety
property derzy Froperty daTage

Step B You are about to submit an incident.

U Click the submit button located on the toolbar.

frvome 2 ieZte 57 Mx Camndee (4 Ghanae Smaances %0 et Bl Losont

Incident Report

You are about to submit an Incident
\ To complete this process, please follow the insiructions below

- .
Person: Employse A
Assigned To: Andrew Reddicliffe

To submat your request, click the 0 button {located on the tookar)

To review your information chek the (@83 buton (ocated on the tosbar)

Step Z Your Reference Information

AR ons 21y Tasky T 0y Camoger /L Charoe Pyasweed ¥ Fremact fLsont
v Incident Report
Help

Youwr Reterence Information

fr Home page
& Prnt inciders repad
B Clcy bheee to enter another incident

Your wformaton has been recorded successl
- “eam  Your Rafarance Numbsr u
U

Step & Log off Risk Ware

” - % -
{ ‘ol)l\’ IoUd e

i i W i ] M
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Logging an injury incident for someone else

Step 1 Log on to RiskWare

Step 2 Select Report an Incident/Hazard.

( ‘.{ Iskcloud,o

m Fione xTosks 37 icCawosnr ) Cmoae Srvins mmen Bume

Welcome, Employee A

== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

i
| |

Lysssegare ssanliosy
Seasa I 0o T

Step 3 SelectReport ang incident, near miss or injury.

U This will open up Page 1 of the Incident Report. You will need to complete each section.

U All sections with ® are mandatory fields and must be completed.

I would like to report:

"¢ Reporta-hazard.
Lj eport a - hazar

P Report an - incident, near miss or injury.
LA” p . jury
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Sep 4 Determine the type of incident. Provides the opportunity to report on various types of
incident, for example an incident may involve people only or it may involve assets only or it may
involve both people and assets.

Example: People and assetsolved

i 28NB YdAf GALIES LYOARSYy(d ¢eLlSa Aygd2t gSRK { St S«
U { St SOuU UKS Y2au aSUSNbxfe AYLI OuSR LYOARSYU ¢
U { St SOu UKS I'RRAUAZ2YIlIf LYOARSYU ¢elJSa AYLI OuSI
Determine the type of incident
Determine if one or more
I Were multiple Incident Types involved? ] Incident Types were imp
or ;_aotentially impacted by this
O im¥es R B
Security.
Select the Incident Type most
I Select the most severely impacted Incident Type ) severely impacted or
T | .pot.entially impacted bylhis
©iPstek O hesete e
Select each of the additional
Select the additional Incident Types impacted ) Incident Types impacted or
potentially impacted by this
People [ Assets Enciﬂent. More than one "

t Type can be sel

Step5 Who sustained this incident?
U {StSOG W' y2GKSNJ t SNaR2YQ

Wiy sustained this Incident?

a’ Me | @ Another Person (& Select who this incident
happaned 1o

Step6 When did the Incident occur?

U This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc. when the incident
occurred?

When didd the incident occur?

P9 Date: 2471072012 \/ (] Time Rvii®~ &) Enter the date and time of the
TITS o ncident

T ate - Select a Time Catog . -

Tume Category gory A rscess teesk 15 3 schadulsd
break & g lunch of temporary
auth d sbaence away fom
place of employment dunng a
work day
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Step 7 Incident details

o Why [/ FYLdzaQ A& | 0dzA f RAy3as NRIRazX LI GK
o Wh¥T /I YLWHzAaQ A& f 20KSNJ I NBlFa 2dziaiRS$S
U You will need to complete eacjuestion within this section. Include as much detail as
you can and be specificior example, if the person you are logging the injury incident for
was lifting a heavy piece of furniture under instruction from his/her supervisor you need to
saythis. 52y QU 2dzad ale WEiAFTOIAYI FTdzNYAGdzNBEQO ¢ KA 2
incident and it may end up being dismissed as insignificant when there is in fact a major
underlying procedural issue.

U hyte O02YLX SGS GKS a[ 200210.CdyNNeSSRI | WAht TaTe  /AFTY LdeasSQ o

U 9yadaNBE &2dz  ROAAS 6KSGKSNI UKS AYOARSYy(d 200dzNJ
tt
It

Incident Details

L. Did this incident occur:@On CampusC Off Campus

Select Location: A [«
Location Category: |- Select a Location Category — E &
Location Details: Location Details
I For example, car park, factory,
boardroom, etc.
ﬁ\ky
< What was the work or activity being undertaken at the time of the incident? e A s (e
E‘Il Work Activity Category: | -- Select a Work Activity Category - IZ| & done at the time of the
incident? l.e. driving, lifting
- boxes, typing etc.
ﬁ\ky
|’ ? Using a few words briefly describe the incident: Summarise the incident for
~ ) _— easy identification in the
Ipcideniiitc: ¢ Incident/Hazard Register.
Describe the incident with as much detail as possible:
PR ] Describe the incident with as

much detail as possible. What
exactly were you doing?

What exactly happened? What
process, preduct, chemical or
equipment was involved?

What was the outcome?

Q@ = B Q. 2 Incldent Report
Cocot Hen s LAE A
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Step 9 Details of person who sustained the incident.

U Select the person type. Your options are:
a) Adjunct Staff

b)
c)
d)
e)
f)

9)
h)
i)

Contractor
JCU Staff

NON JCU (e.g. UniVet)

Postgraduate/Honours Student

Student Association
Undergraduate Student
Visitors/General Public

Volunteers

U If you select JCU Staff you can search the database for that person by clicking on the
magnifying glass.

U Ifyou select Adjunct Staff, Contractor, NON JCU (e.g. UniVet), Postgraduate/Honours
Students, Student Association, Visitors/General Public or Volunteers you will need to
complete as much detail as possible. First Name, Surname and Maobile Phone Number are
the minimum requirements.

Degffs of person who sustaned the incident

b Petzon Type — Plasse nelect a type of o R 1. Select the Person Type from
the dopdown Dox
Search the d for this p before ring details 2. For employees you may
~ search and selact tha person
First Name | 2| e from the stafl database
Otherwise, enter the persons
Mk fName. | details in the spaces peowdad
Sumame |
1D Number !
Title I
PhonaExt f
Email I
Mobite |
Durte of Binthy Date of Buth fon
Gender Male  Famale
Home Address. |
I
Country. Balect # Cauntsy -
|ate: Seloct 1 State
Post Code [
Suburty |
Home Phons |

Fax

[

Step 10Select Next at the top of the page and Page 3 will display.

( J‘Albl\rlﬁ' |HNIY
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Step 1. Did an injury/illness occur?
u {StS@ v, Sa

5

Did an mjuryiiness ccour?

é} No @ Yes (e} Was an mparyilingss sustained?

Step 2 You will need to review each di¢ remaining questionsonPag®3 LT &2 dz | ya s SN V¥,
anyof these questions, the relevant description box will open and you will need to provide details.
Make sure younclude as much detail as you can and be specific.

U Itis important to report if you were appropriately skilled and/or trained and/or certifid
do the activity/task if this is a requirement of the activity/task as this will determine whether
or not you are asked at a later stage whether you feel you were sufficiently trained/qualified
in the task and how much experience you have had (see $tepsad 15).
U Include as much details as you can about anyone who witnessed the incident. If the witness
is a JCU member of staff click on the magnifying glass and search for the person. You can
search by first name, surname, title or location.
U Describe iras much detail as possible if any property or assets were involved in the incident
or damaged as a result of the incideMiote that this box will only appear if you selected
WFraasSdaQ a Iy AYyOARSy(d GelLlS RdNAy3a {diSLI no

Did the,

Pty youU weré doing of the time requae traning/certfication?

No Yes # Unknown Q ¥ the incuden) occured whilst a
tasiactty was being
pedormed. safact whethar
traning’centication was
requirad for thes Lasicactmty

Veness Detads
'i“* & Mo Yos Q Check the tickbax and erter
b the names, addresses. phone
Witnass Detads (include nama and phene number if known) V numbers and any other rabawant

TN wnformation for all witneasas

W as theve any assel/property involvedidamaged?

\’!2 % No Yes Q

Dascaption of damage

r
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Step B Select Next at the topf the page and Page 4 will display.

Shrooe 7 VcTaus T e Catnonr thecactmad © Desans Ol e
@ == B &2 Incident Report
Cance|l Prewioad LI L Mape 1t §

Step 14Do you believe you were sufficiently trained/qualified in the task?
U Select the appropriate response based on the belief of the person involved in the incident.

Do you believe you were sufficiently trained/qualified in the task?

ﬁ OYes (O No @ Unknown ] Have you received sufficent
training prior to the incident
occurring?

Step 15Experience in the task beimgrried out when the incident occurred:
U Enter the length of time in years and months that you have had experience in the task.

Experience in the task being carried out when the incident occurred:

% Years| | Months| | Q Enter the amount of

experience in the task at the
time of the incident.

Step B Incident Classificatiog The processes and the circumstances leading to the incident.

U You will now identify the mostevere incident type. If more than one action or activity
occurred, please select the type that contributed the most to the incident.

U Next, you will identify the most significant cause. You will need to select the cause that was
most directly related tolte incident.

Incident Classhcation

Identdy what occumsd The action of actmty that
contnbuled most 10 the inciders
Please select the most severe ncident type v QO
What was the most sagficant cause The object. substance of
circumsiance that directly
~ Please selact the most saver possibia CAUsE - - [+] caused the Incxdent
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Step 7 Injury/lliness Classification

U You will now identify the most severe injury type. If more than one injury was sustained,
please select the most severe injury type.
Next, you will identify the part of the body that was most seweigjured.
Finally, you will select the side of the body most affected by the injury.

mrlmeﬁs Classfication \

s Idertity the type of injury or diness sustaned (selact the most sevese) The most senous mury
7 sustaned
Please select the most sewem injury — . [+]
Vihat part of the body wasis most affected (select the most severe) The bodly location of the maat
SEN0US INgury sustaned
— Please salect the most seversly ingred bodily pant — - O

It apphcable what gide of the body was afectad? Select the side of the body

most sflacted
k Not applicable © ' Let ~ Right @ Both )

Step Blnjury Details

U Provide details of the injury sustained. List all injuries where multiple injuries were

ddzait AYySRe® 'y SEI YLX S mgI&ftldy Kt Eft aknd Dsustaihed & dz& G | A Y
ONHzA aAy3a (G2 GKS fSFTG aARS 2F Yé FI OS¢

Inury Details

‘(: Descnbe the injury in dstad Descnbe the actusl injury
sustained

i 8 Lacssation on my fef indax
fngse

For multiple injunes et all
nunes sustaned

[

Step 19Assign to

U Within this section you have the option to make this incident confidential from your
supervisor/manager. If you select this option, this incident will autticadly be notified to
onlythe Head, Health, Safety and Environment

U If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assignio
3 Mansget'Supenisor  SUPSAS A o @ Salact the person 10 assign the
— ncident to. This is typesily
your ine managst
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Step20Who wasnotified of this incident?

U If you have notified another staff member of this incident, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.

U If you have notifiech Contractor, Visitor or someoradse insert their first name and
surname.

Who was notified of thes Incident?

'h:‘ Staft Date Time ¥ you have notidnd anyone of
26102012 v " v 143 - this incident, endar thair details
| L here

Contractor/Vistor/Cther Date Time
26102012 . 1 - 41~
Step21Attachment
Anachment
o)

Yy Chek 10 addd an attachmsnt |

Attschment Type Document Desciption | Dsteupladed | Uplsaded By

Step 22Select Next at the top of the page and Page 4 will display.

Fhtiere Twy Tasks FUMy Caleder | Cracge Pasawaes % Ereecy & Losout

@ = o 2 Incident Report

-
_Cancel  Prwvious et Help Pagu 4 ot 5

Step 23Treatment for injury/iliness:

U ¢CKA& A& | YFIYRFG2NE FTAStItRD LOGeadz I dA@INIGWOS & ¢
will need to advise what treatment was received and the details of that treatment.

U ¢KS jdzSaihAYygdzve YOS P EESRKQ Aa LINI 27F &
Wh2Qd LT Fy |Yodz ngotBel 9B & SA i SR SBRIN® &S OKI

Treatment for injury/iliness:

& Was First Aid Administered? @ No () Yes & If as a result of this injury or
" Was Medical treatment :Llnes:s.: e

fovided? ® O rovision of initial care was

5 ChLIOR provided, then select Yes to

Medical (doctor, physiotherapist or other practitioner) treatment (¢} First Aid.

Hospital Diagnosis and remediation of a
medical issue was sought,
then select Yes to Medical
treatment.

Please provide details: Details to be provided, as
known, are: names and
contact details of people
providing care or treatment
places where treatment was
provided means of transport to

ABC
v place of treatment, eg.
~=—~ Was an Ambulance called? ambulance brief details of
ply o -\ treatment.
g™ @NoYes
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Step 24Do you intend on seeking Medical treatment?

z

U LT @2dz FNB 3J2Ay3 G2 a4SS] FdzZNIKSNJ YSRAOIf GNBI

Do you nterdd on seeking Medical treatment?

had S0 Y, Plagse indicsts whethsr you

—— 5

— = ¢ wish 10 seek madcal trentment
for ypoux inpary

Step Blinjuryl/iliness resulted in:

U If your injury results in a Workers Compensation claim being submitt#dS+ a S aSf SOG W
TimefromWorlkco6 2y S 2NJ Y2NB &aKATia f2aduQad LF y2 22N
adzo YAGGSRE LI SIF&AS FyagSNI Wb2 [2ali ¢AYS CNRY :

uryiliness resulted n

an No Lost Time From Work < NoLmenFmLM
Loat Teme From Work - (one ur more shifts lost) L".' m.:.; ::h =

Lost Time From Wock
Either a completa working day
of 3 shit was lost bom work as
W resut of the wgury

Fatality

A fatafity ocoumed a8 i result of
the injury

Step B What immediate action, if any, has been taken?

What immiediate acton, f any, has been taken?

j - Descrde immetiste action

Step Z Rate the consequence for thiscident

Rate the consequence for this incident &

— - Conseguence e | - Rate this mcident &y chcking
Prosscction 31 - 1P app quence
raseastonot | FCB90 Hote Your Superdsor will
WS - Conghance o ma lauat report teieg e officer confrm this ratng
Y - coTpany |
A Listary s PR PR A 2% caatee
PRNTY PR | ndertakngs
S0 SFectots
nery ar iness
s iteon | Momesce | ristediea |reosmng sapsor | SO TEOT | Deuts or s
Y restmert Yearrert w.mr~ Nur.-or N 3 of facety

Ineigntcant Low Medm Mgh Extreme
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Step B Select Next at the top of the paged Page Will display.

fpreme [P0y Tames 7 My Comngyr /) Change Passwory % Framace o Losost
@ ®|= 10 2 Incident Report
cancel Previous| Next Help Page 5 of

Step D You are about to submit an incident

U Click the submit button located on the toolbar.

St L3 MeTawa BlMy Camngn O Saaae Pasased U fenosach Ml Losout

@ =« = 9 | Incident Report

Cancel  Frewous Submit

§

You are about to submit an Incident
\ To completa thes process, please follow the instructions below

—
Person: Balinda Barkiey
Assigned To: Margaret Cato-Smith

To subenet your request. click the 0 button (located on the toclbar)
To remew your indormation chick the (%) button (jocated on the tooibar)

Step 30Your Reference Information

Your Reference Information

Your information has been recorded successfully.

~— = Your Reference Number is|107

%% Home page

& Print incident report
= Click here to enter another incident

Step 31Log off RiskWare

- =
( J‘s_l.)l\r oud .

50
Bhoeme (2 0cTmie Wiktctaman ) coacee Ssannsey ) Toasaad 8 s
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Hazard Reporting

Logging a hazard for yourself
Step 1 Log on to RiskWare

Step 2 Select Report an Incident/Hazard.

r Tal -
v iiskcloud o
Irformnon Fitioe 7w Tos B0 icaonwr ) Comcae Sne ¥ tremen 8L

Welcome, Employee A

== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

ymu segure sty
. dich 08 ‘Cactact L

Step 3 SelectReport a- hazard.

U This will open up Page 1 of thtazard NotificationYou will need to complete each section.

U All sections with ® are mandatory fields and must be completed.

| would like to report:

' » Reporta-h d.
LAb eport a - hazar

i Report an - incident, near miss or injury.
I A“ p . jury

Step 4 Who noticed this hazard?
U { St SOG waSQ

Who noticed thes hazard?

o Me Arcther Person @ Sebect who noticed tha hazand
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Step 5 When was this hazard noticed?
U This section requests the date and time that you noticed the hazard.

When was this harard noticed?

S Date 26/10/2012 o Tiene Me WU~ [+ Entes the dale and time the
fiss hazard was first noticed

Step 6 Hazard Details

0 Ensureyou advse whether the hazardislocatedh y / | YLJdza€¢ 2 NJ ah¥F /[ | YLI
o Why /FYLHzaQ A& Fff o0dzAf RAYy3as NRIFRazX LI GK
o WhFF /FYLMzaQ Aa Fff 20KSNJ I NBlFa 2dziaiR$S
U You will need to complete each questiwithin this sectionn as much details as possible

Where is the Hazard located?

ﬁ The Hazard 15 locsted @ On Campus  Off Campus \

Salact Location Pl O

Locaton Select Locaticn Category - e

Lategory Location Detads For example
Location Oetails S Sy, ‘

etc

- _J

Step 7 Describe the hazard.

U Give adetaileddescription of the circumstance that has the potential to cause harm, injury
or damage.
U Provide details about equipment, tasks and people involved, etc.

Destribe the Hazard

Q . Q \ Descnbe the circumstance that
U has the potentsal to couse
harm, inpury or damage

Enter details such az

aquipment, tasks. people
imekad sl

- =

Step 8 Select Next at the top of the page and Page 2 will display

s

[0 Tams 70 Camenr ) Qvnee Pasa e ¥ feenan 8w

o Hazard Report
hrlo Page t of )
Step 9 Hazard Severity
44
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U If you believe the hazard is serious enough to potentially cause death or serious injury you
must tick this box.

1iazard Severtly

n | beliewe this Hazaed has the potential 10 cause death of S8M0US Ojury Tick the box d you believe this
Hazard has the poteotsal to
| recommend that this Hazard be rectified withn cause daath or senous injury
~ Select a Time Cotegory - -

Step 1MDoes the hazard have the potenttaldamage the environment?

U ¢KA&A FASER A& ldzi2aYlLGAOLFtfte asSi G WYb2Qo
identify the possible environmental impact.

Does the hazand have the potential to damage the envweonment?

‘ & No Yeas

idertdy the possible environmertal impact of this hazard

Step 11Hazard Classification

This section has two parts and both are mandatory.
First you will need to select the most serious possible result that the hazard could cause;
and

U Finally, you will need to select the most likely cause of this hazard. For this answer, if you
feel multiple items apply to the cause of this hazard, please s#iedatem you feel is the
most severe.

Hazard Classiicabon

s Select wisat could occur as a result of thes Hazand Qo Classily this Hazaed by
Catact the Moat Seriars S ] 72 selecting the most appropriate
- Sedact the most sanous possible resull e Bom thed B
\What da you believe is the boaly cause of this Razaed? Q i multiple fems apply, select

— tha most severn
Sefect the maost ikely cause v

Step 12Assign to

U This section will automatically assign the hazard to your direct manager/superifitos.
name ofyour manager/supervisahownis incorrect, click on the magnifying glass and
search for the caect person. You can search by first name, surname, title or location.

Assygn o
;’i ManagerSupenisor.  Supsrasor A | Q@ Salect the most appropaiate
= parson for the management of
this hazsed Typecally, this will

be your line manager

Step BWho was notified of this hazard?

U If you have notified another staff member of this hazard, click on the magnifying glass and
search for the person. You can search by firsh@asurname, title or location.
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U If you have notifiech Contractor, Visitor or someone else of this hazard, insert their first
name and surname.

Who was notified of this Hazard?
E Soatt Date Time If you kave notidad anyone slse
26/10v2012 v 134 = of thws hazard, enter their details
hare.
CortractorVisior/Other Date Time
2611072012 v Be W~

Step U Select Next at the top of the page and Page 3 will display.

. .
Al ODI\rln' L P

. L3 " w A N
Pives [Py o8y Danen: Ttesae Pwmvwsss ¥ reasten Ml
®teew L0y Tasle TR0y Dawsde ©)Zecae fysveses T Prastec o Liand

.
»

Hazard Report
Pagw 7043

Step BWhat have you done to remoube Hazard?

U If you have already completed some actions to reduce or eliminate the hazard, please
includefull details of the actionfere, otherwise leave blank.

What have you done to remave the Hazard?

(j \ Whare possible you should

reduce of aliminats the Hazard
to mrwrmese the risk to peogle
List the actions you have done
10 schigve this

Cxharvise leave blank
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Step 16What additional actions do you think are required to remove the Hazard?
U Pleaseorovide your suggestions for reducing or eliminating the hazard.

What additonal actions do you think are required to remave the Hazard?

G . \ Lt any sL9es00n% you may
E hive for reducng of iminating
the Hazad e g re-design
mochanical devices
matntensnce work
documantation. ale

\- %)

Step 7 Add an attachment

U You can add any supporting documentation to this hazard notification here. Any files that
you add must be located on your computer, server or a USB.
U Allfiles lave a size limit restriction of 4MB.

Altachment

W Cick to 364 an attachment

Attachmont Typo | Documant Guscription | Dawuposdes | wplosdeany |

Step B Select Next at the top of the page and Page 4 will display.

; Sptuen [ecTaus T Comegy ) Cluese Paseses ¥ tvemmea 8 Losas
@ @« o 2 Hazard Report
Cancet s agm 3101

Step 19You are about to submit a Hazard.

U Click the submit button located on the toolbar.

Rprome "1y Taatn TNy Calerder ) Crange Pysawory W reeenecy M (oocus

@ & & 9| Hazard Report

Cancel  Previcus Scbovat R telp

You are about to submit a Hazard
\ Ta compleie his process. please folow the instnactions below

Person: Employee A
Assigned To: Supervisor A

To submit your request, click the a tetton (located on the tooar)

To revew your infoemation chek the (8%) button {locsted on the toclbar
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Step D Your Reference Information

Your Reference Information

Your information has been recorded successfully.

~— == Your Reference Mumber i 110

% Home page
& Print hazard report

B Click here to enter another hazard

Step 2 Logoff RiskWare

.
fnskcioud..

v
~
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Logging a hazard for someone else
Sep 1 Log on to RiskWare

Step 2 Select Report an Incident/Hazard.

( hfl;'\r'lm‘ L Jo.

Ftone 1w Toks B9 wcimmonwr ) Comoae Seniney % Paesnen 8l aane

T —
Welcome, Employee A
== JAMES COOK
w=~ UNIVERSITY
AUSTRALIA

(o \ DR

Iz | &1

|
| s x » @ ¥ o™ "
[ alney Rorpodt an Nodenidiaime Wn N e
- ot Lix maderteMaTards

Sease Clck o8 ‘T8

et Dhaciammt Fyacy Come Us Aot Us

Step 3 SelectReport a- hazard.

U This will open up Page 1 of the Hazard Notification. You will need to complete each section.

0 All sections with o are mandatory fields and must be completed.

| would like to report:

B Report a - hazard.

B Report an - incident, near miss or injury.
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Step 4 Who noticed this hazard?

U {SEtSOG W' y2GKSNJ t SNER2YQO®

Who noticed this hazan

:I.’ Me | & Another Parson = Select who noticed ths hazard

Step 5 When was this hazard noticed?

U This section requests the date and time that you noticed the hazard.

When was this haraod noticed?

- Date 26/10:2012 ek + Tiene Ve W~ [+ Entes the dale and time the
s hazard was first naticed

Step 6 Where isthe hazard located?

o Why /I YLWzaQ Aa 0dzAf RAy3as> NRIRaz LI GK
o Wh¥T /I YLWHzAaQ A& f 20KSNJ I NBlFa 2dziaiRS$S
U You will med to complete each question within this sectioras much detail as possible

i 9yadnNB 82dz | ROAES H6KSGKSNI GKS KFETFNR Aa f20F
ot ot
i

Where is the Hazard located?

@ The Hazad 15 locsted @ On Campus ) Off Campus \

Salact Location ) o
1.0\’»-‘“0" Select Locaben Categary - @

Category Location Detafs For example
Location Oetails :‘:'  factony, ‘

<zl

\_©

\_

Step 7 Describe the hazard.

U Give a description of the circumstance that has the potential to cause harm, injury or

damage.
U Provide details about equipment, tasks and pedpimlved, etc.

4 )
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