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What is RiskWare  
RiskWare is a web based application that can be accessed any time of day, on or off campus. The 

system is available to 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: 

ü Report an incident for themselves or someone else, with or without an injury; 

ü Report a hazard for themselves or someone else; 

ü The option of confidentiality when reporting on incidents and hazards; 

ü Register a Risk; and 

ü View the University wide Risk Register. 

 

  



RiskWare User Guide 
 

4  

Last Updated 24 February 2015 

How to Login to  RiskWare  

JCU Website 

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

do the following: 

Step 1 Open your Internet Explorer Browser to the JCU Homepage and click on ΨStaffΩΦ  Do not use 

Firefox or other browsers as they reduce the capability of RiskWare. 

 

Step 2 Select the ΨRiskWareΩ button.  
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Step 3 Select ΨLOGIN TO RISKWARE HEREΩ hyperlink. 

 

Step 4 Authenticate using your normal JCU login details (JC number and password) 

 

Step 5 Select your help level 

ü You can select a ΨIŜƭǇ [evelΩ which enables prompts to display while you are navigating and 

entering information into RiskWare.  
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RiskWare Layout and Navigation  

General User 
 

 

 

 

Menu Explanations  

Global Menu 

Home Return to the RiskWare Home Page where you can see all of your options in 
the Panel. 
 

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

My Calendar View a calendar showing due dates of required steps in the mitigation of 
Incidents and Hazards. This function is only available to Supervisors. 
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Global Menu Help 
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Help 

Information Help navigating RiskWare. 
 

Panel 

 

Report an Incident/Hazard 

 

View and manage your Incidents/Hazards 

 

View and manage WHS Risk Assessments 
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Useful Tips   

 

This symbol Indicates a required field and must be completed 

 

Available actions: 

Cancel ς cancel the Incident Report 
Previous - review or amend data 
Submit ς assign to approver 
Help ς access user guides  

 

Click to perform a search 

 

Drop Down list available ς click to drop down list 

 

Click a question to display an answer in the Information Box 

 

!ƴǎǿŜǊǎ ǘƻ C!vΩǎ ŀƴŘ ƻǘƘŜǊ ǳǎŜŦǳƭ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛƭƭ ŘƛǎǇƭŀȅ ƛƴ ǘƘƛǎ 

box 

Exiting RiskWare  
To exit the Web Self Service always use the LOG OUT option 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 
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Incident Reporting  

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

Step 2 Select Report an Incident/Hazard. 

 

Step 3 Select Report an ς incident, near miss or injury. 

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

ü All sections with   are mandatory fields and must be completed. 

 

 

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 

ü ²ŜǊŜ ƳǳƭǘƛǇƭŜ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƴǾƻƭǾŜŘΚ  {ŜƭŜŎǘ Ψ¸ŜǎΩ 
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ü {ŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ǎŜǾŜǊŜƭȅ ƛƳǇŀŎǘŜŘ LƴŎƛŘŜƴǘ ¢ȅǇŜΦ  {ŜƭŜŎǘ ΨtŜƻǇƭŜΩ 

ü {ŜƭŜŎǘ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƳǇŀŎǘŜŘΦ {ŜƭŜŎǘ Ψ!ǎǎŜǘǎΩ 

 

Step 5 Who sustained this incident? 

ü {ŜƭŜŎǘ ΨaŜΩ 

 

Step 6 When did the Incident occur? 

ü 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? 

 

 

Step 7 Incident details 

ü 9ƴǎǳǊŜ ȅƻǳ ŀŘǾƛǎŜ ǿƘŜǘƘŜǊ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ Ψhƴ /ŀƳǇǳǎΩ ƻǊ ΨhŦŦ /ŀƳǇǳǎΩΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ all other areas outside the campus grounds. 

ü You will need to complete each question within this section.  Include as much detail as you 

can and be specific.  For example, if you were lifting a heavy piece of furniture under 

instruction from your supervisoǊ ȅƻǳ ƴŜŜŘ ǘƻ ǎŀȅ ǘƘƛǎΦ  5ƻƴΩǘ Ƨǳǎǘ ǎŀȅ ΨƭƛŦǘƛƴƎ ŦǳǊƴƛǘǳǊŜΩΦ  ¢Ƙƛǎ 

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. 
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ü hƴƭȅ ŎƻƳǇƭŜǘŜ ǘƘŜ Ψ[ƻŎŀǘƛƻƴ 5ŜǘŀƛƭǎΩ ƛŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ ΨhŦŦ /ŀƳǇǳǎΩΦ 

 

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

 

 

 

 

Step 9 Did an injury/illness occur? 

ü {ŜƭŜŎǘ ΨbƻΩ 
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Step 10 You will need to review each of the remaining ǉǳŜǎǘƛƻƴǎ ƻƴ tŀƎŜ нΦ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ǘƻ 

any of these questions, the relevant description box will open and you will need to provide details.  

Make sure you include as much detail as you can and be specific. 

ü It is 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/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 Steps 12 and 13). 

ü 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. 

ü Describe in as much detail as possible if any property or assets were involved in the incident 

or damaged as a result of the incident.  Note that this box will only appear if you selected 

ΨŀǎǎŜǘǎΩ ŀǎ ŀƴ ƛƴŎƛŘŜƴǘ ǘȅǇŜ ŘǳǊƛng Step 4. 

 

 

 

Step 11 Select Next at the top of the page and Page 3 will display. 
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Step 12 Do you believe you were sufficiently trained/qualified in the task? 

ü Select the appropriate response based on the belief of the person involved in the incident.  

bƻǘŜ ǘƘŀǘ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ƛŦ ȅƻǳ ǎŜƭŜŎǘŜŘ Ψ¸ŜǎΩ at Step 10 to the question 

Ψ5ƛŘ ǘƘŜ ŀŎǘƛǾƛǘȅ ȅƻǳ ǿŜǊŜ ŘƻƛƴƎ ŀǘ ǘƘŜ ǘƛƳŜ ǊŜǉǳƛǊŜ ǘǊŀƛƴƛƴƎκŎŜǊǘƛŦƛŎŀǘƛƻƴΩΦ 

 

 

 

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

ü Enter the length of time in years and months that you have had experience in the task.  Note 

ǘƘŀǘ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ƛŦ ȅƻǳ ǎŜƭŜŎǘŜŘ Ψ¸ŜǎΩ at Step 10 to the ǉǳŜǎǘƛƻƴ Ψ5ƛŘ ǘƘŜ 

ŀŎǘƛǾƛǘȅ ȅƻǳ ǿŜǊŜ ŘƻƛƴƎ ŀǘ ǘƘŜ ǘƛƳŜ ǊŜǉǳƛǊŜ ǘǊŀƛƴƛƴƎκŎŜǊǘƛŦƛŎŀǘƛƻƴΩΦ 

 

Step 14 Incident Classification ς The processes and the circumstances leading to the incident. 

ü You will now identify the most severe incident type. If more than one action or activity 

occurred, please select the type that contributed the most to the incident. 

ü Next, you will identify the most significant cause. You will need to select the cause that was 

most directly related to the incident. 

 

Step 15 Assign to 

ü 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 

only the Head, Health, Safety and Environment. 

ü 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. 
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Step 16 Who was notified of this incident? 

ü If you have already 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. 

ü If you have notified someone else of this incident, including a Contractor or Visitor include as 

many details as possible. 

 

Step 17 Attachment 

ü You can provide extra information such as an image of where the incident took place. 

However this is not mandatory. 

 

Step 18 Select Next at the top of the page and Page 4 will display. 

 

Step 19 What immediate action, if any, has been taken? 

ü Here you must describe in detail any immediate action that has already been taken. 
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Step 20 Rate the consequence for this incident by selecting the appropriate description.   

 

Step 21 You are about to submit an incident. 

ü Click the submit button located on the toolbar.  

 

Step 22 Your Reference Information 

  

Step 23 Log off Risk Ware. 
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Logging a non-injury incident for someone else  
 

Step 1 Log on to RiskWare 

Step 2 Select Report an Incident/Hazard. 

 

 

Step 3 Select Report an ς incident, near miss or injury. 

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

ü All sections with   are mandatory fields and must be completed. 
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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 

ü WŜǊŜ ƳǳƭǘƛǇƭŜ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƴǾƻƭǾŜŘΚ  {ŜƭŜŎǘ Ψ¸ŜǎΩ 

ü {ŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ǎŜǾŜǊŜƭȅ ƛƳǇŀŎǘŜŘ LƴŎƛŘŜƴǘ ¢ȅǇŜΦ  {ŜƭŜŎǘ ΨtŜƻǇƭŜΩ 

ü {ŜƭŜŎǘ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƳǇŀŎǘŜŘΦ {ŜƭŜŎǘ Ψ!ǎǎŜǘǎΩ 

 

 

Step 5 Who sustained this incident? 

ü {ŜƭŜŎǘ Ψ!ƴƻǘƘŜǊ tŜǊǎƻƴΩ 

 

 

Step 6 When did the Incident occur? 

ü 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? 
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Step 7 Incident details 

ü Ensure you advisŜ ǿƘŜǘƘŜǊ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ άhƴ /ŀƳǇǳǎέ ƻǊ άhŦŦ /ŀƳǇǳǎέΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ƻǘƘŜǊ ŀǊŜŀǎ ƻǳǘǎƛŘŜ ǘƘŜ ŎŀƳǇǳǎ ƎǊƻǳƴŘǎΦ 

ü You will need to complete each question within this section.  Include as much detail as you 

can and be specific.  For 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.  

5ƻƴΩǘ Ƨǳǎǘ ǎŀȅ ΨƭƛŦǘƛƴƎ ŦǳǊƴƛǘǳǊŜΩΦ  ¢Ƙƛǎ ŘƻŜǎ ƴƻǘ Ǉŀƛƴǘ ŀ ŘŜǘŀƛƭŜŘ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ ƛƴŎƛŘŜƴt and it 

may end up being dismissed as insignificant when there is in fact a major underlying 

procedural issue. 

ü hƴƭȅ ŎƻƳǇƭŜǘŜ ǘƘŜ ά[ƻŎŀǘƛƻƴ 5Ŝǘŀƛƭǎέ ƛŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ ΨhŦŦ /ŀƳǇǳǎΩΦ 

 

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

 

Step 9 Details of person who sustained the incident. 

ü Select the person type. Your options are: 

a) Adjunct Staff 

b) Contractor 

c) JCU Staff 

d) NON JCU (e.g. UniVet) 

e) Postgraduate/Honours Student 

f) Student Association 

c 
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g) Undergraduate Student 

h) Visitors/General Public 

i) Volunteers 

ü If you select JCU Staff you can search the database for that person by clicking on the 

magnifying glass. 

ü If you 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 Mobile Phone Number are 

the minimum requirements. 

 

 

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

 

Step 11 Did an injury/illness occur? 

ü {ŜƭŜŎǘ ΨbƻΩ 
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Step 12 You will need to review each of the remaining questions on Page 3Φ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ǘƻ 

any of these questions, the relevant description box will open and you will need to provide details.  

Make sure you include as much detail as you can and be specific. 

ü It is 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/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 Steps 14 and 15). 

ü 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. 

ü Describe in as much detail as possible if any property or assets were involved in the incident 

or damaged as a result of the incident.  Note that this box will only appear if you selected 

ΨŀǎǎŜǘǎΩ ŀǎ ŀƴ ƛƴŎƛŘŜƴǘ ǘȅǇŜ ŘǳǊƛƴƎ {ǘŜǇ пΦ 

 

 

 

Step 13 Select Next at the top of the page and Page 4 will display.   
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Step 14 Do you believe you were sufficiently trained/qualified in the task? 

ü Select the appropriate response based on the belief of the person involved in the incident.  

bƻǘŜ ǘƘŀǘ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ƛŦ ȅƻǳ ǎŜƭŜŎǘŜŘ Ψ¸ŜǎΩ at Step 12 to the question 

Ψ5ƛŘ ǘƘŜ ŀŎǘƛǾƛǘȅ ȅƻǳ ǿŜǊŜ ŘƻƛƴƎ ŀǘ ǘƘŜ ǘƛƳŜ ǊŜǉǳƛǊŜ ǘǊŀƛƴƛƴƎκŎŜǊǘƛŦƛŎŀǘƛƻƴΩΦ 

 

 

Step 15 Experience in the task being carried out when the incident occurred: 

ü Enter the length of time in years and months that you have had experience in the task.  Note 

ǘƘŀǘ ǘƘƛǎ ǉǳŜǎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ŀǇǇŜŀǊ ƛŦ ȅƻǳ ǎŜƭŜŎǘŜŘ Ψ¸ŜǎΩ at SǘŜǇ мн ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴ Ψ5ƛŘ ǘƘŜ 

ŀŎǘƛǾƛǘȅ ȅƻǳ ǿŜǊŜ ŘƻƛƴƎ ŀǘ ǘƘŜ ǘƛƳŜ ǊŜǉǳƛǊŜ ǘǊŀƛƴƛƴƎκŎŜǊǘƛŦƛŎŀǘƛƻƴΩΦ 

 

Step 16 Incident Classification ς The processes and the circumstances leading to the incident. 

ü You will now identify the most severe incident type. If more than one action or activity 

occurred, please select the type that contributed the most to the incident. 

ü Next, you will identify the most significant cause. You will need to select the cause that was 

most directly related to the incident. 

 

Step 17 Assign to: 

ü 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 

only the Head, Health, Safety and Environment. 

ü 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. 
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Step 18 Who was notified of this incident? 

ü 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. 

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

 

Step 19 Attachment 

ü You can provide extra information such as an image of where the incident took place. 

However this is not mandatory. 

 

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

 

Step 21 What immediate action, if any, has been taken? 

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

 

Step 22 Rate the consequence for this incident by selecting the appropriate description. 
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Step 23 Select Next at the top of the page and Page 4 will display. 

 

Step 24 You are about to submit an incident 

ü Click the submit button located on the toolbar. 

 

Step 25 Your Reference Information 

 

Step 26 Log off RiskWare 
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Logging an injury incident for yourself  
Step 1 Log on to RiskWare 

Step 2 Select Report an Incident/Hazard. 

 

Step 3 Select Report an ς incident, near miss or injury. 

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

ü All sections with   are mandatory fields and must be completed. 
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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 

ü ²ŜǊŜ ƳǳƭǘƛǇƭŜ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƴǾƻƭǾŜŘΚ  {ŜƭŜŎǘ Ψ¸ŜǎΩ 

ü {ŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ǎŜǾŜǊŜƭȅ ƛƳǇŀŎǘŜŘ LƴŎƛŘŜƴǘ ¢ȅǇŜΦ  {ŜƭŜŎǘ ΨtŜƻǇƭŜΩ 

ü {ŜƭŜŎǘ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƳǇŀŎǘŜŘΦ {ŜƭŜŎǘ Ψ!ǎǎŜǘǎΩ 

 

 

Step 5 Who sustained this incident? 

ü {ŜƭŜŎǘ ΨaŜΩ 

 

Step 6 When did the Incident occur? 

ü 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? 
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Step 7 Incident details 

ü Ensure you advise whether the incident occurǊŜŘ Ψhƴ /ŀƳǇǳǎΩ ƻǊ ΨhŦŦ /ŀƳǇǳǎΩΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ƻǘƘŜǊ ŀǊŜŀǎ ƻǳǘǎƛŘŜ ǘƘŜ ŎŀƳǇǳǎ ƎǊƻǳƴŘǎΦ 

ü You will need to complete each question within this section.  Include as much detail as you 

can and be specific.  For example, if you were lifting a heavy piece of furniture under 

instruction from your ǎǳǇŜǊǾƛǎƻǊ ȅƻǳ ƴŜŜŘ ǘƻ ǎŀȅ ǘƘƛǎΦ  5ƻƴΩǘ Ƨǳǎǘ ǎŀȅ ΨƭƛŦǘƛƴƎ ŦǳǊƴƛǘǳǊŜΩΦ  ¢Ƙƛǎ 

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. 

ü hƴƭȅ ŎƻƳǇƭŜǘŜ ǘƘŜ Ψ[ƻŎŀǘƛƻƴ 5ŜǘŀƛƭǎΩ ƛŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ ΨhŦŦ /ŀƳǇǳǎΩΦ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8 Select Next at the top of the page and Page 2 of the Incident Report will display 
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Step 9 Did an injury/illness occur? 

ü {ŜƭŜŎǘ Ψ¸ŜǎΩ 

 

 

Step 10 You will need to review each of the remaining questions on Page 2Φ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ǘƻ 

any of these questions, the relevant description box will open and you will need to provide details.  

Make sure you include as much detail as you can and be specific. 

ü It is 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/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 Steps 12 and 13). 

ü 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. 

ü Describe in as much detail as possible if any property or assets were involved in the incident 

or damaged as a result of the incident.  Note that this box will only appear if you selected 

ΨŀǎǎŜǘǎΩ ŀǎ ŀƴ ƛƴŎƛŘŜƴǘ ǘȅǇŜ ŘǳǊƛƴƎ {ǘŜǇ пΦ 
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Step 11 Select Next at the top of the page and Page 3 will display. 

 

 

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

ü Select the appropriate response based on the belief of the person involved in the incident. 

 

 

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

ü Enter the length of time in years and months that you have had experience in the task. 

 

 

Step 14 Incident Classification ς The processes and the circumstances leading to the incident. 

ü You will now identify the most severe incident type. If more than one action or activity 

occurred, please select the type that contributed the most to the incident. 

ü Next, you will identify the most significant cause. You will need to select the cause that was 

most directly related to the incident. 
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Step 15 Injury/Illness Classification 

ü You will now identify the most severe injury type. If more than one injury was sustained, 

please select the most severe injury type. 

ü Next, you will identify the part of the body that was most severely injured. 

 

Step 16 Injury Details 

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

ǎǳǎǘŀƛƴŜŘΦ !ƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘƛǎ ƛǎΣ άL ǎǳǎǘŀƛƴŜŘ Ŏǳǘǎ ǘƻ Ƴȅ ƭŜŦǘ ƭŜƎ ŀƴŘ ƭŜŦǘ ŀǊƳΦ L ǎǳǎǘŀƛƴŜŘ 

ōǊǳƛǎƛƴƎ ǘƻ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ Ƴȅ ŦŀŎŜΦέ 

 

Step 17 Assign to 

ü 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 

only the Head, Health, Safety and Environment. 

ü 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.  
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Step 18 Who was notified of this incident? 

ü 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. 

ü If you have notified someone else of this incident, including a Contractor or Visitor include as 

many details as possible. 

 

 

Step 19 Attachment 

ü You can provide extra information such as an image of where the incident took place or 

medical documentation. However this is not mandatory at this point. 

 

 

Step 20 Select Next at the top of the page and Page 4 will display. 
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Step 21 Treatment for injury/illness 

ü ¢Ƙƛǎ ƛǎ ŀ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘΦ Lǘ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŀǘ ŀ ǊŜǎǇƻƴǎŜ ƻŦ ΨbƻΩΦ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ȅƻǳ 

will need to advise what treatment was received and the full details of that treatment. 

ü ¢ƘŜ ǉǳŜǎǘƛƻƴ Ψ²ŀǎ ŀƴŘ ŀƳōǳƭŀƴŎŜ ŎŀƭƭŜŘΚΩ ƛǎ ǇŀǊǘ ƻŦ ǘƘƛǎ ǎǘŜǇΦ ¢Ƙƛǎ ƛǎ ŀƭǎƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ 

ŀǘ ΨbƻΩΦ LŦ ŀƴ ŀƳōǳƭŀƴŎŜ ǿŀǎ ŎŀƭƭŜŘΣ ǇƭŜŀǎŜ ŎƘŀnƎŜ ǘƘŜ ŀƴǎǿŜǊ ǘƻ Ψ¸ŜǎΩΦ 

 

Step 22 Do you intend on seeking Medical treatment? 

ü If you are going to seek further medical treatment, pƭŜŀǎŜ ŀƴǎǿŜǊ Ψ¸ŜǎΩΦ 

 

Step 23 Injury/illness resulted in: 

ü LŦ ȅƻǳǊ ƛƴƧǳǊȅ ǊŜǎǳƭǘǎ ƛƴ ŀ ²ƻǊƪŜǊǎ /ƻƳǇŜƴǎŀǘƛƻƴ ŎƭŀƛƳ ōŜƛƴƎ ǎǳōƳƛǘǘŜŘΣ ǇƭŜŀǎŜ ǎŜƭŜŎǘ Ψ[ƻǎǘ 

Time from Work ς όƻƴŜ ƻǊ ƳƻǊŜ ǎƘƛŦǘǎ ƭƻǎǘύΩΦ LŦ ƴƻ ²ƻǊƪŜǊǎ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳ ƛǎ ōŜƛƴƎ 

submitted, please aƴǎǿŜǊ Ψbƻ [ƻǎǘ ¢ƛƳŜ CǊƻƳ ²ƻǊƪΩ. 

 

Step 24 What immediate action, if any, has been taken? 

ü Here you must describe in detail any immediate action that has already been taken. 
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Step 25 Rate the consequence for this incident by selecting the appropriate description. 

 

Step 26 You are about to submit an incident. 

ü Click the submit button located on the toolbar.  

 

 

Step 27 Your Reference Information 

 

Step 26 Log off Risk Ware 
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Logging an injury incident for someone else  
 

Step 1 Log on to RiskWare 

Step 2 Select Report an Incident/Hazard. 

 

 

 

Step 3 Select Report an ς incident, near miss or injury. 

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

ü All sections with   are mandatory fields and must be completed. 
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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 

ü ²ŜǊŜ ƳǳƭǘƛǇƭŜ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƴǾƻƭǾŜŘΚ  {ŜƭŜŎǘ Ψ¸ŜǎΩ 

ü {ŜƭŜŎǘ ǘƘŜ Ƴƻǎǘ ǎŜǾŜǊŜƭȅ ƛƳǇŀŎǘŜŘ LƴŎƛŘŜƴǘ ¢ȅǇŜΦ  {ŜƭŜŎǘ ΨtŜƻǇƭŜΩ 

ü {ŜƭŜŎǘ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ LƴŎƛŘŜƴǘ ¢ȅǇŜǎ ƛƳǇŀŎǘŜŘΦ {ŜƭŜŎǘ Ψ!ǎǎŜǘǎΩ 

 

 

Step 5 Who sustained this incident? 

ü {ŜƭŜŎǘ Ψ!ƴƻǘƘŜǊ tŜǊǎƻƴΩ 

 

 

Step 6 When did the Incident occur? 

ü 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? 
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Step 7 Incident details 

ü 9ƴǎǳǊŜ ȅƻǳ ŀŘǾƛǎŜ ǿƘŜǘƘŜǊ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ άhƴ /ŀƳǇǳǎέ ƻǊ άhŦŦ /ŀƳǇǳǎέΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ƻǘƘŜǊ ŀǊŜŀǎ ƻǳǘǎƛŘŜ ǘƘŜ ŎŀƳǇǳǎ ƎǊƻǳƴŘǎΦ 

ü You will need to complete each question within this section.  .  Include as much detail as 

you can and be specific.  For 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 

say this.  5ƻƴΩǘ Ƨǳǎǘ ǎŀȅ ΨƭƛŦǘƛƴƎ ŦǳǊƴƛǘǳǊŜΩΦ  ¢Ƙƛǎ ŘƻŜǎ ƴƻǘ Ǉŀƛƴǘ ŀ ŘŜǘŀƛƭŜŘ ǇƛŎǘǳǊŜ ƻŦ ǘƘŜ 

incident and it may end up being dismissed as insignificant when there is in fact a major 

underlying procedural issue. 

ü hƴƭȅ ŎƻƳǇƭŜǘŜ ǘƘŜ ά[ƻŎŀǘƛƻƴ 5Ŝǘŀƛƭǎέ ƛŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ƻŎŎǳǊǊŜŘ ΨhŦŦ /ŀƳǇǳǎΩΦ 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 8 Select Next at the top of the page and Page 2 of the Incident Report will display. 
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Step 9 Details of person who sustained the incident. 

ü Select the person type. Your options are: 

a) Adjunct Staff 

b) Contractor 

c) JCU Staff 

d) NON JCU (e.g. UniVet) 

e) Postgraduate/Honours Student 

f) Student Association 

g) Undergraduate Student 

h) Visitors/General Public 

i) Volunteers 

ü If you select JCU Staff you can search the database for that person by clicking on the 

magnifying glass. 

ü If you 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 Mobile Phone Number are 

the minimum requirements. 

 

Step 10 Select Next at the top of the page and Page 3 will display. 
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Step 11 Did an injury/illness occur? 

ü {ŜƭŜŎǘ Ψ¸ŜǎΩ 

 

 

Step 12 You will need to review each of the remaining questions on Page 3Φ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ǘƻ 

any of these questions, the relevant description box will open and you will need to provide details.  

Make sure you include as much detail as you can and be specific. 

ü It is 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/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 Steps 14 and 15). 

ü 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. 

ü Describe in as much detail as possible if any property or assets were involved in the incident 

or damaged as a result of the incident.  Note that this box will only appear if you selected 

ΨŀǎǎŜǘǎΩ ŀǎ ŀƴ ƛƴŎƛŘŜƴǘ ǘȅǇŜ ŘǳǊƛƴƎ {ǘŜǇ пΦ 
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Step 13 Select Next at the top of the page and Page 4 will display. 

 

 

Step 14 Do you believe you were sufficiently trained/qualified in the task? 

ü Select the appropriate response based on the belief of the person involved in the incident. 

 

 

Step 15 Experience in the task being carried out when the incident occurred: 

ü Enter the length of time in years and months that you have had experience in the task. 

 

 

Step 16 Incident Classification ς The processes and the circumstances leading to the incident. 

ü You will now identify the most severe incident type. If more than one action or activity 

occurred, please select the type that contributed the most to the incident. 

ü Next, you will identify the most significant cause. You will need to select the cause that was 

most directly related to the incident. 

 

 

 

 



RiskWare User Guide 
 

39  

Last Updated 24 February 2015 

Step 17 Injury/Illness Classification 

ü You will now identify the most severe injury type. If more than one injury was sustained, 

please select the most severe injury type. 

ü Next, you will identify the part of the body that was most severely injured. 

ü Finally, you will select the side of the body most affected by the injury. 

 

Step 18 Injury Details 

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

ǎǳǎǘŀƛƴŜŘΦ !ƴ ŜȄŀƳǇƭŜ ƻŦ ǘƘƛǎ ƛǎΣ άL ǎǳǎǘŀƛƴŜŘ Ŏǳǘǎ ǘƻ my left leg and left arm. I sustained 

ōǊǳƛǎƛƴƎ ǘƻ ǘƘŜ ƭŜŦǘ ǎƛŘŜ ƻŦ Ƴȅ ŦŀŎŜΦέ 

 

 

Step 19 Assign to 

ü 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 

only the Head, Health, Safety and Environment. 

ü 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. 
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Step 20 Who was notified of this incident? 

ü 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. 

ü If you have notified a Contractor, Visitor or someone else, insert their first name and 

surname. 

 

Step 21 Attachment 

 

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

 

Step 23 Treatment for injury/illness:  

ü ¢Ƙƛǎ ƛǎ ŀ ƳŀƴŘŀǘƻǊȅ ŦƛŜƭŘΦ Lǘ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŀǘ ŀ ǊŜǎǇƻƴǎŜ ƻŦ ΨbƻΩΦ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ȅƻǳ 

will need to advise what treatment was received and the details of that treatment. 

ü ¢ƘŜ ǉǳŜǎǘƛƻƴ Ψ²ŀǎ ŀƴ ŀƳōǳƭŀƴŎŜ ŎŀƭƭŜŘΚΩ ƛǎ ǇŀǊǘ ƻŦ ǘƘƛǎ ǎǘŜǇΦ ¢Ƙƛǎ ƛǎ ŀƭǎƻ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŀǘ 

ΨbƻΩΦ LŦ ŀƴ ŀƳōǳƭŀƴŎŜ ǿŀǎ ŎŀƭƭŜŘΣ ǇƭŜŀǎŜ ŎƘŀnge the ŀƴǎǿŜǊ ǘƻ Ψ¸ŜǎΩΦ  
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Step 24 Do you intend on seeking Medical treatment? 

ü LŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǎŜŜƪ ŦǳǊǘƘŜǊ ƳŜŘƛŎŀƭ ǘǊŜŀǘƳŜƴǘΣ ǇƭŜŀǎŜ ŀƴǎǿŜǊ Ψ¸ŜǎΩΦ  

 

Step 25 Injury/illness resulted in: 

ü If your injury results in a Workers Compensation claim being submitted, ǇƭŜŀǎŜ ǎŜƭŜŎǘ Ψ[ƻǎǘ 

Time from Work ς όƻƴŜ ƻǊ ƳƻǊŜ ǎƘƛŦǘǎ ƭƻǎǘύΩΦ LŦ ƴƻ ²ƻǊƪŜǊǎ /ƻƳǇŜƴǎŀǘƛƻƴ /ƭŀƛƳ ƛǎ ōŜƛƴƎ 

ǎǳōƳƛǘǘŜŘΣ ǇƭŜŀǎŜ ŀƴǎǿŜǊ Ψbƻ [ƻǎǘ ¢ƛƳŜ CǊƻƳ ²ƻǊƪΩ 

 

Step 26 What immediate action, if any, has been taken? 

 

Step 27 Rate the consequence for this incident 
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Step 28 Select Next at the top of the page and Page 5 will display.  

 

 

Step 29 You are about to submit an incident 

ü Click the submit button located on the toolbar. 

 

 

Step 30 Your Reference Information 

 

Step 31 Log off RiskWare 
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Hazard Reporting  

Logging a hazard for yourself  
Step 1 Log on to RiskWare 

Step 2 Select Report an Incident/Hazard. 

 

Step 3 Select Report a - hazard. 

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

ü All sections with   are mandatory fields and must be completed. 

 

 

Step 4 Who noticed this hazard?  

ü {ŜƭŜŎǘ ΨaŜΩ 
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Step 5 When was this hazard noticed? 

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

 

Step 6 Hazard Details 

ü Ensure you advise whether the hazard is located άhƴ /ŀƳǇǳǎέ ƻǊ άhŦŦ /ŀƳǇǳǎέΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ƻǘƘŜǊ ŀǊŜŀǎ ƻǳǘǎƛŘŜ ǘƘŜ ŎŀƳǇǳǎ ƎǊƻǳƴŘǎΦ 

ü You will need to complete each question within this section in as much details as possible. 

 

Step 7 Describe the hazard. 

ü Give a detailed description of the circumstance that has the potential to cause harm, injury 

or damage. 

ü Provide details about equipment, tasks and people involved, etc. 

 

 

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

 

Step 9 Hazard Severity 
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ü If you believe the hazard is serious enough to potentially cause death or serious injury you 

must tick this box. 

 

Step 10 Does the hazard have the potential to damage the environment? 

ü ¢Ƙƛǎ ŦƛŜƭŘ ƛǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŀǘ ΨbƻΩΦ LŦ ȅƻǳ ŀƴǎǿŜǊ Ψ¸ŜǎΩ ǘƻ ǘƘƛǎ ǉǳŜǎǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 

identify the possible environmental impact. 

 

Step 11 Hazard Classification 

ü This section has two parts and both are mandatory. 

ü First, you will need to select the most serious possible result that the hazard could cause; 

and 

ü 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 select the item you feel is the 

most severe. 

 

Step 12 Assign to 

ü This section will automatically assign the hazard to your direct manager/supervisor.  If the 

name of your manager/supervisor shown is incorrect, click on the magnifying glass and 

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

 

Step 13 Who was notified of this hazard? 

ü If you have notified another staff member of this hazard, click on the magnifying glass and 

search for the person. You can search by first name, surname, title or location. 
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ü If you have notified a Contractor, Visitor or someone else of this hazard, insert their first 

name and surname. 

 

Step 14 Select Next at the top of the page and Page 3 will display. 

 

Step 15 What have you done to remove the Hazard? 

ü If you have already completed some actions to reduce or eliminate the hazard, please 

include full details of the actions here, otherwise leave blank.  
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Step 16 What additional actions do you think are required to remove the Hazard? 

ü Please provide your suggestions for reducing or eliminating  the hazard. 

 

Step 17 Add an attachment 

ü 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. 

ü All files have a size limit restriction of 4MB. 

 

Step 18 Select Next at the top of the page and Page 4 will display. 

 

Step 19 You are about to submit a Hazard. 

ü Click the submit button located on the toolbar. 
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Step 20 Your Reference Information 

  

Step 21 Log off RiskWare 
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Logging a hazard for someone else  
Step 1 Log on to RiskWare 

Step 2 Select Report an Incident/Hazard. 

 

Step 3 Select Report a - hazard. 

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

ü All sections with   are mandatory fields and must be completed. 
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Step 4 Who noticed this hazard? 

ü {ŜƭŜŎǘ Ψ!ƴƻǘƘŜǊ tŜǊǎƻƴΩΦ 

 

Step 5 When was this hazard noticed? 

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

 

Step 6 Where is the hazard located? 

ü 9ƴǎǳǊŜ ȅƻǳ ŀŘǾƛǎŜ ǿƘŜǘƘŜǊ ǘƘŜ ƘŀȊŀǊŘ ƛǎ ƭƻŎŀǘŜŘ άhƴ /ŀƳǇǳǎέ ƻǊ άhŦŦ /ŀƳǇǳǎέΦ 

o Ψhƴ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ōǳƛƭŘƛƴƎǎΣ ǊƻŀŘǎΣ ǇŀǘƘǎΣ ǎǇƻǊǘƛƴƎ ŦŀŎƛƭƛǘƛŜǎΣ ŜǘŎΦ ǿƛǘƘƛƴ ǘƘŜ ŎŀƳǇǳǎΦ 

o ΨhŦŦ /ŀƳǇǳǎΩ ƛǎ ŀƭƭ ƻǘƘŜǊ ŀǊŜŀǎ ƻǳǘǎƛŘŜ ǘƘŜ ŎŀƳǇǳǎ ƎǊƻǳƴŘǎΦ 

ü You will need to complete each question within this section in as much detail as possible. 

 

Step 7 Describe the hazard. 

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

damage. 

ü Provide details about equipment, tasks and people involved, etc. 

 

 




































































