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SECTION 1 - INTRODUCTION
PURPOSE

The purpose of this procedure is to ensure that:
· All hazards, near misses and injuries are reported to management.
· Investigations are conducted in a timely manner with preventative actions identified and implemented.

· Follow up monitoring and review of corrective actions implemented is undertaken to ensure hazards are eliminated or reduced as much as possible and that no new hazards have been introduced to the workplace.

· Accurate information is collected to analyse trends in incident types and make recommendations with the aim of controlling hazards.

SCOPE

The procedure applies to:
· The reporting of all incidents, near misses / incidents in Swinburne places of work which involves employees, students, contractors, visitors or members of the public.

· The reporting of dangerous occurrences resulting in damage to equipment, machinery, property, environment or facilities.

DEFINITIONS
	Word/Term
	Definition

	Act of Violence
	Incident where person is physically attacked or threatened in the workplace.

	Dangerous Occurrence
	Refer Appendix 1


	Hazard
	Condition or situation which has the potential to cause injury or illness (physical or psychological) or damage to property and the environment.

	Head of Management Unit
	A person with manager / supervisory responsibility that is recognized within the approved organisational structure of the divisions within Swinburne University of Technology, and includes those with delegated responsibility for staff and resources.

	Health and Safety Representative
	A member of a designated work group who has been elected and holds office in accordance with the provisions of the OHS Act 2004.

	Hierarchy of Control
	The Hierarchy of Control is the preferred priority for risk control, emphasising hazard elimination and, where this is not possible, risk minimisation and other considerations:

· Elimination of hazard

· Substitution 
· Isolation

· Engineering controls
· Administrative controls 

· Personal protective equipment. 

	Incident


	An event or sequence of events resulting in loss of control over a hazard. Such an incident may also result in injury to a person or damage to property or equipment or facilities.

	Injury / Illness
	Work related injury / illness, categorised as ‘No treatment’, ‘First aid’ and ‘Medical injury’.

	Manager / Supervisor
	For the purposes of this procedure a manager is any person who: 

· Supervises or controls the work of staff or; 

· Supervisor or controls the study activities of students including the overseeing of students in practical classes and on field trips.

	Near Miss


	An incident / event which had the potential to cause injury or damage to equipment / machinery / property/ facilities.

	Property Damage
	Damage to property including plant & equipment.

	Reasonably practicable 
	Means having regard to: 

· the severity of the hazard or risk in question; 

· the state of knowledge about that hazard or risk and any ways of removing or mitigating it; 

· the availability and suitability of ways to remove or mitigate that hazard or risk; and 

· The cost of removing or mitigating that hazard or risk. 

	Register of Injuries
	As required under Accident Compensation Act 1985 Section 101 Employer to keep register of injuries to include the following information:
· Name & job title

· Date and time of injury or disease 

· Exact location where injury or illness sustained

· How the injury or disease happened

· Nature of the injury or disease and what parts of the persons body are affected

· Names of witnesses to the injury or disease

· Date employer notified.

	Risk
	How severely some one can be harmed by the hazard, and how likely it is that a person will be harmed by the hazard.

	Serious Incident 
	Refer Appendix 1

	Serious near miss
	Those incidents / near misses which have the potential for significant injury or illness and / or pose a serious potential threat to damage to property or the environment.


LEGISLATIVE CONTEXT
	Name
	Location

	Occupational Health and Safety Act, 2004 
	http://www.austlii.edu.au/au/legis/vic/num_act/ohasa2004107o2004319 

	Accident Compensation Act 1985
	http://www.austlii.edu.au/au/legis/vic/consol_act/aca1985204/



RESPONSIBILITIES
	Responsibilities

	Heads of Management units shall:

· Implement this procedure in areas under their control including activities conducted on sites other than university property.

· Develop appropriate School / Faculty or Department reporting processes to ensure timely reporting of incident / hazard reports to management
·  Ensure, as far as is reasonably practicable, that adequate financial provision is made available to implement corrective / preventive actions identified from incident / hazard report investigations.

· Ensure that the appropriate staff receive incident / hazard investigation training and can demonstrate competency to carry out their role/s in investigation and record keeping.

	Managers shall:

· Ensure that local procedures are developed in response to this procedure and that these are followed by staff and students;

· Ensure via information, training, instruction and supervision all staff and students are aware of the purpose of reporting hazards, near misses / incidents and injuries and of their responsibilities under this procedure.

· Undertake investigations for all reports made to them, consulting with the relevant health & safety representative (where possible) to identify all root causes and maintain records of such investigations.
· Forward the incident report together with records of investigations and identified corrective actions to HR within required time frames.

	Staff & Students shall:

· Take reasonable care for their own health & safety, and for the health & safety of anyone else who may be affected by their acts or omissions in the work / study environment.

· Follow local arrangements / guidelines developed under this procedure and any other additional requirements set out by their department or manager.

· Report any hazards, incidents / near misses or injury / illness as they become aware of these, and in accordance with this procedure. 
Staff shall:
· Notify their manager / supervisor if they are injured or develop an illness from work within 30 days of becoming aware of the injury or disease. Reports not made within this time frame may impact on any entitlements made under a compensation claim.

	Under the OHS Act Division 5 Clause 58 health & safety representatives may:
· Inspect any part of the workplace at which a member of the representative’s designated work group works:

· at any time after giving reasonable notice to the employer or employer's representative; and

· Immediately in the event of an incident or any situation involving immediate risk to the health and safety of any person.

	The OHS Consultant shall:

· Assist Heads of Management Units and Managers to ensure OHS Manager training has been delivered to the appropriate personnel to enable them to fulfil their obligations under this procedure.

· Disseminate information arising from hazard and incident investigations to other stakeholders within the university e.g. contact Laser Safety Officer of incident involving laser and also where findings of investigations have potential impact in other areas.

· Provide information and guidance to Heads of Management Units, Managers / Supervisors, health & safety representatives OHS committees on hazard and incident reporting, recording and investigation.
· Assist all stakeholders in the investigation of incidents as necessary or on request as well as identification of preventative actions to prevent repeat.


SECTION 2 - PROCEDURE
PROCEDURE

	1.
	Incident / Hazard Reporting
	Responsibility

	1.1
	All incidents, near misses, hazards and injuries must be reported as soon as possible or within 24 hours to the relevant manager by the person who observed the hazard or who was involved in the incident. If circumstances prevent a person from making a report, a colleague, witness or the person’s manager / supervisor has this responsibility. 

Where the incident involves a visitor, contractor, agency personnel or member of public, the relevant point of contact for the person within the university shall assist the person to make a report to the relevant manager of the area.
	All staff and students

	1.2
	Reports are categorised as:
· Act of violence 

· Injury / Illness

· Incident / Near miss

· Hazard

· Property Damage
	All staff and students

	1.2
	All incident, hazard or injury reports are to be recorded using Swinburne’s incident / hazard report form. 
Section A for all incidents, hazards or near misses.
Section B where an injury / illness has been sustained.
	All staff and students

	1.3
	A detailed description of the incident / hazard should be entered into the form. For example:

Rather than:

‘Picking up paper and felt pain in back’
Instead:

‘Staff member retrieving box of 4 reams of paper from above shoulder height shelf; felt discomfort in lower back when placing box on floor’.
	All staff and students

	1.4
	If a person is reporting the incident on behalf of another person / party, the wording used within the report should reflect this i.e. was advised, observed, heard, witnessed etc. The report is to be given to the relevant manager of the area / person involved.
A further incident / hazard report form can be completed as soon as practicable by the person involved, on their return to the study / work.
	All staff and students


	1.5
	In the event of an injury, the manager, or security personnel in their absence, is to ensure the injured person receives the appropriate medical attention (i.e. first aid response, medical treatment by a health professional or transported for medical treatment).
	Manager / Security personnel

	1.6
	For any injury requiring a first aid response from a Swinburne first aid officer, the first aid officer shall record the administration of first aid in Section B of the incident / hazard report form. This becomes the record of first aid.
	First Aid Officer

	1.7
	Where an employee is injured, and this injury results in the employee having a total incapacity or partial incapacity for work the manager shall refer to Swinburne’s Rehabilitation Policy and contact the Return to Work Coordinator to assist in the development of alternative / suitable duties as part of a return to work program.
	Manager


	1.8
	In the event that an incident occurs after hours and is not serious the person who was involved in the incident is to report the incident / hazard to their manager the next working day. Should the incident require an immediate response security shall be contacted. Security personnel will determine the extent of the immediate threat to personnel and take appropriate action.
	All Staff and students

Security
 Personnel

	1.9
	On receiving notification of a hazard, near miss or incident, the manager will determine the extent of the immediate threat to personnel, and take appropriate action to contain any immediate threat to safety. Any action/s to contain an immediate hazard shall not be delayed until the incident / hazard report form is received. 
	Manager


	2.
	Hazard reporting requiring Facilities Services Group (FSG) response
	

	2.1
	Where an incident / hazard report relates to an area under the management / control of FSG, on receipt of the report at HR the OHS Consultant will forward a copy of the report to FSG for their investigation.
	OHS Consultant

	2.2
	Some incident / hazard reports require FSG to arrange for the repair of damaged or faulty equipment. 
Where such reports require an FSG response, the manager should arrange for a work order to be logged on-line via the WSM Plannet system. The number of the work order assigned to the request is to be indicated in section C of the incident / hazard report.

The relevant manager who signed off the incident / hazard report is to also ensure the OHS Consultant is advised when the work is completed and hazard resolved.
	Manager


	3.
	Notifiable Incident Reporting
	

	3.1
	For serious incidents or dangerous occurrences (refer appendix 1) the manager is to notify:

· OHS Consultant immediately (24/7) on 0404-006-987 (speed dial 3188). If the OHS Consultant is not available then the Director HR on 0416-130-944 (Speed dial 3382).
· Campus Director (outer campuses) 
· Security personnel as required.
	Manager

	3.2
	The OHS Consultant or Director HR will advise the Head of Faculty / School / Department of any incident which may require a formal notification to Work Safe. 
	OHS Consultant

	3.3
	The relevant Dean / Executive Director / Director shall then notify the Head of their Division of any notification to the Authority.
	Dean / Executive Director / Director

	3.4
	The relevant local manager shall determine the extent of immediate threat to persons, take appropriate action to contain any immediate threat to the safety of persons, e.g. section off the area, close the room and ensure integrity of site is maintained so that an investigation can commence.
	Manager

	3.5
	Where a threat to personnel remains and further immediate response is required, the local most senior manager on-site or security personnel shall take immediate action and advise the relevant Director and OHS Consultant of actions taken.
	Security /
Manager

	3.6
	In the event that there is a death or serious injury the site must not be disturbed beyond: 

· Protecting the health & safety of a person.
· Aiding an injured person involved.
· Taking essential action to make the site safe or to prevent a further occurrence of an incident. 

The site must be secured until directed by a WorkSafe Inspector that the site may be accessed. 
	Security /
Manager

	3.7
	The OHS Consultant will assist managers in all investigations of notifiable incidents and dangerous occurrences.
	OHS Consultant 

	3.8
	If the incident / event falls within the definitions of a critical incident level 1 (red) or critical incident level 2 (yellow) as defined in the Emergency Management Policy, then the immediate response is as prescribed with responsibilities lying with the Critical Incident Recovery Team. The university warden will determine level of critical incident and request Vice President (Student & Corporate Services) to convene a Critical Incident Recovery Team meeting.
	University Warden

	3.9
	The OHS Consultant or Director Human Resources will as required notify the Victorian WorkCover Authority of the incident in accordance with the requirements of the OHS Act 2004.
	OHS Consultant /
Director HR

	4.
	Incident Investigation and Control
	

	4.1
	The manager should endeavour to commence an investigation as soon as possible following advice of an incident. The manager needs to consider that accuracy of findings can sometimes be compromised if an investigation is conducted at a later date. The risks of conducting an investigation at a later date are:
· Material evidence disappears or is moved

· Psychological trauma of accidents can impair memory

· Conversations in the workplace and passing of time can distort memory
	Manager

	4.2
	The incident investigation should ideally be conducted at the site of the reported incident / hazard and include interviews with the person/s involved.  The OHS Consultant can be contacted to assist in the investigation process. If the hazards relate to specialist areas e.g. analyzing air samples for hazardous substances, the services of an OHS specialist / occupational hygienist can be arranged through the OHS Consultant.
	Manager

	4.3
	The information recorded in the incident report should reflect accurately the nature of the hazard, sequence of events and findings of investigations.
If further information relevant to the investigation is identified this should be recorded in Section C of the report. If there is insufficient space to record this information managers / supervisors can record their findings as an attachment to the incident / hazard report form.
Managers need to remember that the purpose of their investigations is not to assign blame but to establish all possible causes for the hazard being present / incident occurring. By identifying causes, preventative actions can then be identified to prevent a recurrence.
	Manager

	4.4
	Managers are to document all information even if it is difficult to determine relevance at time.  It is important to remember that records generated from any investigation can be referred to in a court of law. All managers are to ensure an investigation commences no later than 24 hours following advice of an incident / hazard.
	Manager

	4.5
	Evidence should be retained – for example broken glass, spilt chemicals and any unknown substance that was involved – provided such evidence is isolated and does not remain a threat to persons, photographs or video footage should be obtained.
	Manager

	4.6
	The manager should consult with the relevant Health & Safety Representative for the area during or following their investigations.
	Manager

	4.7
	Section C of the incident / hazard report form asks managers undertaking the investigation to consider: 
· Gaps / breakdowns in systems

· Issues associated with plant or equipment e.g. size, weight, maintenance
· Possible environmental factors which may have contributed to the incident

· Behaviours of persons e.g. job competency, training etc.

· Both the immediate and underlying causes of the hazard or incident must be investigated.
	Manager

	4.8
	When considering the identification and implementation of corrective actions managers shall have regard to ‘reasonably practicable’ as defined within the OHS Act 2004: 

· the severity of the hazard or risk in question; 

· the state of knowledge about that hazard or risk and any ways of removing or mitigating it; 

· the availability and suitability of ways to remove or mitigate that hazard or risk; and 

· The cost of removing or mitigating that hazard or risk. 
	Manager

	4.9
	The manager shall communicate the findings, including identification of corrective actions of all investigations to the person/s involved in the incident or who made the report of a hazard.  
	Manager

	4.10
	The manager shall ensure that as part of team meetings under the agenda item OHS, that the findings and / or corrective actions coming out of investigations are communicated to other personnel within the department.
	Manager

	4.11
	The manager shall forward a completed copy of the incident / hazard report form to the OHS Consultant within 48 hours of being notified of the hazard / incident. 

Where investigations are continuing and all sections of the report are not complete, the manager shall arrange for the incident notification section A (& section B if injury sustained) to be faxed through to the OHS Consultant within 48 hours. A further copy of the report can then be sent which provides an update of all actions / proposed actions recorded in section C as soon as possible.
	Manager

	4.12
	Corrective actions identified are to be allocated to a person or persons indicating the date by which the action/s are to be implemented. All corrective actions, together with name of persons responsible and date by which actions are to be implemented are to be recorded in Section C of the incident / hazard report form.

Where a corrective action is assigned to a person from another department e.g. Facilities and Services Group or other staff member, the allocation of the corrective action must be discussed with that person, and agreement on time frames reached.
	Manager

	4.13
	Where no corrective actions can be identified N/A should be written in the report (refer Appendix 2: Example incident report)
	Manager

	5.
	Implementation of Corrective Actions
	

	5.1
	The Head of Management Unit has ultimate responsibility for the implementation of any agreed actions identified following an investigation.
	Head of Management Unit

	5.2
	The manager will take such action as appropriate to ensure that the hazards associated with the incident are eliminated where possible or controlled so that the risk of recurrence of a similar incident is minimised. 

The manager shall:

· Consult with their Head of Management Unit as necessary and seek approval from the Head of Management Unit for the implementation of corrective actions that require expenditure beyond their level of authority.
· Liaise with other departments as necessary.
· Source expert opinion as required.
	Manager

	5.3
	Copies of completed incident / hazard reports together with identification of hazards, assessment of risk and identification of corrective actions must be kept by each work area for a period of 5 years, becoming the Register of Injuries for the work site.
	Manager

	5.4
	Managers are to advise the OHS Consultant when corrective actions are implemented so that the implementation of these is recorded in Swinburne’s Corrective Actions register.
	Manager

	6.
	Monitor and Review of Corrective Actions
	

	6.1
	The investigating manager should determine after the appropriate time, in consultation with the relevant personnel that controls implemented have been effective and have not created other new hazards.
	Manager

	6.2
	If the hazards associated with the incident have not been adequately controlled the investigating Manager / Supervisor is required to ensure that hazards are re-assessed and further corrective actions identified to eliminate or reduce the risk. 
	Manager

	6.3
	The OHS Consultant will monitor all incident / hazard reports and ensure that local worksite investigations have identified all root causes and any corrective actions identified are appropriate to the hazards. The OHS Consultant will assist Heads of Management Units in the monitoring and implementation of corrective actions until all agreed actions have been implemented.
	OHS Consultant

	6.4
	Information and actions from incident / hazard report forms will be reviewed and reported by the OHS Consultant to the OHS Committees. Swinburne’s OHS committees can review and monitor incident / hazard reporting data as well as the corrective actions identified.
	OHS Consultant

	7.
	Document Distribution and retention
	

	7.1
	The OHS Consultant, will on receipt of a reported work related injury or illness:

· Send an acknowledgment of notification of injury to the injured employee as required under the Accident Compensation Act 1985.

HR maintains a central record of all Incident / Hazard Report Forms for the University.
	OHS Consultant

	7.2
	The register of injuries shall be kept in the workplace in a secure location and known by all persons working in that workplace. 
	Manager


SUPPORTING DOCUMENTATION

Forms and Records Management
	Form
	Retention Time
	Retention Location

	Incident Hazard Report Form
	
	

	Incident / Hazard reporting Flowchart
	
	

	Appendix A - Example completed Incident / Hazard
	??
	Example form


*University Disposal Schedule is available at 
http://www.swinburne.edu.au/corporate/scs/rms/retentionanddisposal.html
Related Material
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	Rehabilitation Policy
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Appendix 1 - VWA notification requirements for notifiable Incidents

Part 5 of the OHS Act 2004 requires that and employer or self-employed person to notify WorkSafe immediately after becoming aware of an incident at a workplace which results in-
Serious injury is defined in accordance with the OH&S Act 2004 as being:

a) The death of a person; or

b) A person requiring medical treatment within 48 hours of exposure to a substance; or

c) A person requiring immediate treatment as an in-patient in a hospital;

d) A person requiring immediate medical treatment for

i. The amputation of any part of his or her body

ii. A serious head injury

iii. A serious eye injury

iv. The separation of his or her skin from an underlying tissue (such as de-gloving or scalping)

v. Electric shock

vi. A spinal injury

vii. The loss of bodily function;

viii. Serious lacerations;

e) Any other injury to a person or other consequences prescribed by the regulations

An employer or self-employed person must notify WorkSafe immediately after becoming aware of an incident at a workplace which exposes a person in the immediate vicinity to an immediate risk to the person’s health & safety through -

A Dangerous Occurrence is defined by the OH&S Act 2004 as being one of the following:

a) The collapse, overturning, failure or malfunction of, or damage to any plant that the regulations prescribe must not be used unless the plant is licensed or registered; or

b) The collapse or failure of an excavation or of any shoring supporting an excavation; or

c) The collapse or partial collapse of any part of a building or structure; or

d) An implosion, explosion or fire; or

e) The escape, spillage or leakage of any plant, substance or object; or

f) The fall or release from a height of any plant, substance or object

When reporting a notifiable incident the OH&S Consultant will need to provide:

· The name and address of the place where the incident occurred

· The name of any injured persons

· The details of the injury and a brief description of what happened

· Contact details of a person at the incident site and

· Whether the police, an ambulance or other emergency service is attending or has attended the scene

The OH&S Consultant will notify WorkSafe via phone of the event. A reference number will be issued by Work Safe, which is proof of immediate notification.
OHS Procedure
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