COMPLETING THE CORRECTIVE ACTIONS DETAILS

First tell us what you
believe happened to
cause the incident,
hazard or near miss.

Tell us, if you can, what
you believe to be the
factor that contributed
to the incident, hazard
or near miss.

Tell us, how serious you
believe this risk to be
and how likely is it that it
could occur again if
nothing is done to
minimise the risk.

On completion, click on
the Submit button to
process the incident.
For every item you have selected in the Possible Contributing Factors
section you must tell us what corrective action has or should be taken
and who you have nominated as the person responsible for following
through on this action.
The appropriate Safety Officer will receive notification of this incident
and via our internal processes follow through on any actions as
appropriate.
The individual you nominate as the “Person Responsible” will receive
an email to notify them of their role in following through on this
incident.
Details on how to add a corrective action follow.

ADDING A CORRECTIVE ACTION
Select the “Basic Cause” from
the drop down list that you
identified in the Basic Cause
section.
Tell us what action you
believe has or needs to be
taken to minimise the risk.
Who is the person responsible
for following through with the
corrective action and what
date will it be completed by?

To locate the details of the person
responsible, click on the search
button, enter the surname in the
Family Name field and click the
Search button.
From the list select the name of
the person you are nominating as
the person responsible and their
details will be populated into the
Action window.

Click on the save button to
confirm the action and
repeat this step for each
Basic Cause you have
selected.

SUBMITTING THE INCIDENT FOR PROCESSING
On submitting the incident for processing there is one more decision to make.
The system will display the following Dialogue asking you if you wish to Confirm the incident to the
OHS Unit or request the originator to make some changes to the incident before returning to you for
review and then submission to the OHS Unit.
Make the appropriate selection, enter some comments if appropriate and click on the Submit
button.
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If the form is being returned to the originator they will receive an email advising them there is
something additional they need to do with the form before resubmitting to you for confirmation.
If confirmed to the OHS Unit your part in this process is now complete.

