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1. Incident/Hazard Reporting and Investigation 
 
1.1 Purpose 

 Prevent injury and/or recurrence of a similar incident 

 Providing prompt medical assistance where an injury has occurred 

 Capturing data to implement and monitor corrective action 

 Analysis trends to determine the most appropriate use of resources and need for the 

development of specific preventative programs to eliminate/control risk on a priority basis 

 Ensure statutory reporting requirements are met. 

o Refer to Appendix A for a list of statutory reporting requirements. 

1.2 Roles and Responsibilities  
Directors of GOTABUG Group Pty Ltd are responsible to ensure that: 

- This procedure is implemented and necessary resources are provided to support 

implementation 

- The requirements relating to statutory reporting, reporting timelines and sufficient 

information, instruction or training to enable incidents and hazards to be thoroughly 

investigated is provided 

- Ensure investigative findings recorded and maintained 

- Prompt and appropriate management of injured/ill workers is facilitated 

- Identified hazards that cannot be fixed immediately are promptly made safe such as locked 

out or removed from service or access. 

Supervisors/Managers are responsible to ensure that: 
- Any notifiable incident that occurs must immediately reported to the Directors of GOTABUG 

Group Pty Ltd 

- Contractors are informed of the requirement to report incidents and injuries 

Workers and contractors are responsible to ensure that: 
- They comply with the requirements of this procedure to eliminate and/or reduce risk of 

injury/illness, harm to property or environment 

 
1.3 Procedure 
In the event an incident occurs at any workplace involving workers or contractors engaged by 
GOTABUG Group Pty Ltd, the following steps shall be followed by the person or persons involved, 
the person nominated to investigate and others rendering assistance. 
 

1.3.1. Immediate incident response  
- If no danger to yourself, render immediate action to ensure own safety and that of others 

- Where there is a foreseeable risk to yourself and to others in rendering immediate action, 

seek assistance 

- Provide or seek first aid treatment and where necessary, emergency assistance where 

medical assessment is identified for any injuries sustained 

- Isolate the site where there remains risk of further injury 

 
 
 
 
 
 



1.3.2. Reporting incidents 
- Immediately notify your supervisor/manager of the incident occurred 

- All persons are to assist in any incident investigation of any incident 

- The person involved or another person shall document details of the incident as soon as 

practicable after the incident and in any event within 48hours 

- The Directors, GOTABUG Group Pty Ltd will nominate a suitable person/Manager or 

Supervisor to investigate the circumstances of the incident 

- Refer to Appendix A for a list of statutory reporting requirements. 

 

 
1.3.3. Incident investigation 
The responsible supervisor/manager or other delegated person nominated to investigate an incident 
shall: 

- Ensure an investigation commences as soon as possible after an incident occurs and in 

consultation with the injured/involved person and any other personnel relevant to the 

matter 

- Establish that the incident site is safe prior to investigating to prevent further injury 

- Gather information to describe the circumstances 

- Analyse the information gathered to identify contributing factors and underlying causes 

relating to potential deficiencies 

- Make conclusion about why the incident occurred based on the investigation findings 

- Recommend appropriate corrective actions in consultation with all personnel involved in the 

investigation to prevent a recurrence 

- Ensure identified corrective action is implemented prior to work recommencing 

- Provide the Director GOTABUG Group Pty Ltd with a written synopsis of the incident 

including causal factors and recommended or implemented remedial action(s).  

- Use template and guide at Appendix C and Appendix D. 

 
1.3.4. Reporting identified hazards 

- Fix the hazard immediately and safely if competent to do so and there is no danger to 

yourself or others 

- Where the hazard cannot be fixed immediately, promptly notified supervisor/manager and 

isolate the site where there is immediate risk of injury 

- Supervisors/managers are required to proactively identify reasonably foreseeable hazards 

within the context of work and advise employees if the requirements to report such a hazard 

to them immediately when identified 

- All persons are authorised to lock out or eliminate access to any item of plant, structure or 

material if considered an immediate risk to the health and safety of a person. In such a case, 

the person is to clearly label or identify such plant structure or material. 

- If a work activity poses an immediate and serious risk to the health and safety of a person, 

all workers are to cease the activity forthwith and advise their manager, supervisor or the 

Director GOTABUG Group Pty Ltd. 

- Use hazard reporting form at Appendix B. 

 

 

 

 

 



1.3.5. Hazard and incident investigation 
The responsible person shall ensure an investigation/assessment is conducted in consultation with 
the reporter of the hazard and health and safety representative. 

- To identify the reason for the hazard 

- To assess the probability and consequences of hazard 

- To control the risk using the predetermined hierarchy of controls with the primary aim to 

eliminate the hazard 

- To monitor and implemented controls and to re-evaluate existing controls  

 

2. Records 
Records of incidents will be maintained as follows: 
 

Injuries – First aid treatment only 12 months 

Injuries – Hospital treatment 12 months 

Notifiable incidents as per WHS section 35-39 

(Ref Appendix A) 

5 years [Ref WHS Act Section 38(7)] 

 

 

Policy authorised by: 
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3. Appendix A: List of WHS Notifiable Incidents 
 
The following injuries, illnesses and or incidents must be notified to a government agency. 
 

A serious injury or illness of a person which means an injury or illness requiring the person to have— 

 (a) immediate treatment as an in-patient in a hospital; or 

 (b) immediate treatment for— 

 (i) the amputation of any part of his or her body; or 

 (ii) a serious head injury; or 

 (iii) a serious eye injury; or 

 (iv) a serious burn; or 

 (v) the separation of his or her skin from an underlying tissue (such as degloving or scalping); or 

 (vi) a spinal injury; or 

 (vii) the loss of a bodily function; or 

 (viii) serious lacerations; or 

 (c) medical treatment within 48 hours of exposure to a substance, 

Or: 

Any infection to which the carrying out of work is a significant contributing factor, including any 
infection that is reliably attributable to carrying out work— 

 (i) with micro-organisms; or 

(ii) that involves providing treatment or care to a person; or 

 (iii) that involves contact with human blood or body substances; or 

 (iv) that involves handling or contact with animals, animal hides, skins, wool or hair, animal 
carcasses or animal waste products; 

Or: 

The following occupational zoonoses contracted in the course of work involving handling or contact 
with animals, animal hides, skins, wool or hair, animal carcasses or animal waste products: 

(i)  Q fever; 

(ii) Anthrax; 

(iii) Leptospirosis; 

(iv) Brucellosis; 

(v) Hendra Virus; 

(vi) Avian Influenza; 

(vii) Psittacosis. 

 

 

 

 



Or: 

A dangerous incident which means an incident in relation to a workplace that exposes a worker or 
any other person to a serious risk to a person's health or safety emanating from an immediate or 
imminent exposure to— 

 (a) an uncontrolled escape, spillage or leakage of a substance; or 

 (b) an uncontrolled implosion, explosion or fire; or 

 (c) an uncontrolled escape of gas or steam; or 

 (d) an uncontrolled escape of a pressurised substance; or 

 (e) electric shock; or 

(f) the fall or release from a height of any plant, substance or thing; or 

 (g) the collapse, overturning, failure or malfunction of, or damage to, any plant that is 
required to be authorised for use in accordance with the regulations; or 

 (h) the collapse or partial collapse of a structure; or 

 (i) the collapse or failure of an excavation or of any shoring supporting an excavation; or 

 (j) the inrush of water, mud or gas in workings, in an underground excavation or tunnel; or 

(k) the interruption of the main system of ventilation in an underground excavation or tunnel. 

 

NOTES:  

 If one of the things above happened, was a person exposed to a serious illness or injury of 
the type as defined on the previous page? Only if yes does the matter needs to be notified 
to SafeWork SA 1800 777 209. 

 If one of the things above happen in a State other than South Australia, notify the SafeWork 
SA equivalent in the relevant State. 

 In the event of an electric shock in SA, also notify the Office of the Technical Regulator 8226 
5518  

 

tel:+61-8-8226-5518
tel:+61-8-8226-5518


 

4. Appendix B: Hazard reporting template 

Brief description of hazard/incident: (Describe the task, equipment, tools and people involved. Use sketches, if 
necessary. Include any action taken to ensure the safety of those who may be affected.)  

 

 

 

 

 

Where is the hazard located in the workplace?  

 

 

 

 

 

When was the hazard identified?  Date:            /             /                  Time:              am / pm  

 

Recommended action to fix hazard/incident: (List any suggestions you may have for reducing or eliminating the 
problem – for example re-design mechanical devices, update procedures, improve training, maintenance work)  

 

 

 

 

 

Date submitted to manager/supervisor/Director?  Date:            /             /                  Time:              am / pm  

 
Your name: ……………………..……………..   Signature: ……………………………. 

Action taken  

Has the hazard/incident been acknowledged by management? Yes/No  

Describe what has been done to resolve the hazard/incident:  

 

 

 

 

 

Do you consider the hazard/incident fixed? Yes/No  

Name: ……………………………………………..                        Position: …………………………………………. 

Signature: ………………………………………… 

Date: ………………………………………………



 

5. Appendix C: Incident investigation template 
 

Incident details 

Name of person involved in the incident: Date of incident: 

Location of incident:  

Incident investigation team: 

  

  

What task was being performed at the time of the incident? 

 

What happened? (e.g. ‘employee tripped over box’ or ‘forklift hit wall’) 

 
 
 
 
 

What factors contributed to the incident? 

Environment: Equipment/materials: 

 Noise  Layout / design  Wrong equipment for the job  Equipment failure 

 Lighting  Dust / fume  Inadequate maintenance 
 Material / equipment too heavy / 

awkward 

 Vibration  Slip / trip hazard  Inadequate guarding  Inadequate training provided 

 Damaged / unstable floor  Other  Other 

Work systems: People: 

 Hazard not identified  
 No / inadequate risk assessment 

conducted  
 Procedure not followed / no 

procedure exists 
 Drugs / alcohol 

 No / inadequate safe work 
procedure  

 No / inadequate controls 
implemented  

 Fatigue  Time / production pressures 

 Hazard not reported   Inadequate training / supervision   Change of routine  Distraction / personal issues / stress  

 Other  Lack of communication  Other 

Corrective actions: 

Contributing factor 
(from above list) 

What are we going to do 
to fix the problem? 

Who When Completion date 

     

     

     

     



 

6. Appendix D: Incident investigation process guide 
 

 
1. Establish the facts of the incident, including: 

- What happened? 

- When and where did it happen? 

- What task was being done? 

- Who was involved? 

- Were there any witnesses? 
 

2. Gather all necessary background information, for example: 

- maintenance records 

- safe work procedures 

- instructions manuals 

- training records. 
 

3. Consider all the potential contributing factors:  

- Environment: Did environmental conditions (e.g. light, noise, floor surfaces) contribute to the 
incident? 

- Equipment /materials: Did anything about the equipment, materials, tools etc (e.g. equipment 
failures, missing guards) contribute to the incident? 

- Work systems: Was there something about the system that contributed (e.g. hazard not identified, 
known hazard not addressed)? 

- People: Was there something the workers, supervisors or contractors did that contributed to the 
incident (e.g. poor communication, being tired or rushing to finish on time)? 

 

4. Determine the primary cause/s of the incident, that is, those which if they hadn’t occurred then 
the incident wouldn’t have occurred. Ask yourself “Would the incident have happened if….?” 

 

5. Identify the root cause / system failures that underlie the primary cause/s and contributing 
factors.  

 One simple technique for identifying the root cause is the ‘Five Whys’. This technique involves 
asking yourself ‘Why did this happen?’ and continuing to ask ‘Why’ for each response until you 
reach a conclusion that does not generate another ‘why’ and the underlying cause becomes 
apparent.  

 

6. The final and most import step in any investigation is to take action to fix all the factors that 
contributed to the incident, starting with the primary cause/s and working through each of the 
contributing and underlying causes. 

 


