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Create a Hazard Action Plan (Supervisor)

As a Supervisor or assigned Responsible ECU staff member, reported hazards will be
assigned to you to review and to create action plans to eliminate or reduce the hazard.

For further details on hazard reporting and resolution please refer to the Hazard Resolution
Procedure available from the Health and Safety website.

It is the Assigned Person/Supervisor’s role to enter the Action Plan in Riskware. The
Hazard will not close unless the Action Plan has been entered and all tasks on the
action plan are completed.

WY ¥

Reminder notifications will be sent to prompt completion of the Action Plan.

If you are assigned a Hazard:

1. You will receive an email notification advising that you have been assigned a hazard to
manage. The email will provide details of the reported hazard, the person who reported
the hazard and a link directly to the hazard within Riskware.

Dear Paige NEWTON,

A new Hazard report ref # 14952 has been lodged by Paige NEWTON.

Report date: 16/12/2022

Person affected: Paige NEWTON

Description: There is a loose brick near ene of the outside tables, roughly 10 meters from the external lift of level 1, building 34.

Location: Joondalup, Outside level 1, building 34.

The Hazard has been assigned to Paige NEWTON to investigate and take appropriate actions.

The responsibility for following up hazard reports and providing feedback to the hazard reporter on actions taken is the responsibility of the hazard report's Supervisor or ECU responsible person.

Please click here as soon as possible to review the hazard report and assign actions to address the hazard.

If the hazard report has been assigned to you in error, please contact the Safety and Employment Relations Team.

Regards,

Safety and Employment Relations Team | Human Resources Services Centre | ECU |

Phone: + 61 8 6304 2302 | Email: whs@ecu.edu.au | Web: http:// work health and safety

2. A notification will also appear in the Notification Centre on your Riskware home page.

Good evening

You have 1 Task to perform.
You have 1 Fieldtrip, Event or Travel to approve.
You have 2 WHS Risks to approve
You have been invited to 5 WHS Risks to Peer Review
You have 2 WHS Risks Peer Review to complete
You have 1 New Hazard.
You nave = ivew inciaents
You have 4 Open Inadents.
» You have 2 Open Claims.
» You have 3 Applications to approve.
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3. To view the hazard report and manage it by creating an Action Plan either:
a. Click on the link in the email naotification which will open the hazard report details
in Riskware.
b. Click on the link in the Notifications Centre on your Riskware home page which
will open the ‘Assigned Incidents/Hazards’ tab of the Incident/Hazard Register.
c. Navigate directly to the ‘Assigned Incidents/Hazards’ tab of the Incident/Hazard
Register.

To navigate to the ‘Assigned Incidents/Hazards tab’, from the Riskware home screen
choose Incident/Hazard Register in the My Tools section.

| Dash Board

[ — —
Good afternocon Paige Incident/Hazard Reporting Incident/Claim/Hazard/Case Register

+ You have 1 Audit to conduct. . @
Incidents/Claims/Hazards/Cases.

Audit / Checklist Register RBHS Applications and Approvals Facility Register
Register

Create and Manage Radiation, Biosafety and
Manage and schedule Audits 8 Checkists View Location Facilities
Hazardaus Substances Applications

Certifications Fieldtrip, Event or Travel Checklists & Inspections Analyse Data Audit Setup

iy
Maintain certifications and training ~°‘ Request a Fieldirip, Event or Travel Perform checks and inspections. | H ° Analyse my data _I_II_ Configure and maintain Audits

This will open the Incident/Hazard Register. Your view of the items within the register will
depend on your level or security and your position in the organisational hierarchy.

Incident/Hazard Register

£ Back + New Y Filter (ZRefresh  [[]Delegation % Print 4] Export Orelp

o~

‘ Incident/Hazard Register H Claim Register u Assigned \nmdenlsfHazamsq My Incidents/Hazards PDepanmentReglster |
Open || Closed Al For Review Showms 20w items per pags

Risk

Ref. Type Date Status Person Affected Person Responsible  Business Unit Incident Location Inherent Reidual C d:
No Lost Time Injury N
(NLTI), Restricted Neurosciences
5138 @) Work Injury, First Aid 121212022 New T Joondalup Not Assessed
Injury
5137 b= Near Miss 09/12/2022 Open Research Joondalup Q Q
_ Mo Lost TimeInjury .
5134 F (LT, Medically 241112022 Open S‘a""”ﬂ"‘uﬁéxﬁf'”g Other (@) @)
- Treated Injury) &
5131 R & Near Miss 16/1112022 Open Aceounling and Joondalup (@] O
<<||>>
Description Twisted my ankle
There are cutting down trees close to building 17 and | had to use alternative route. | ended up twisting my ankle walking down using the other route
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Select the “Assigned Incidents/Hazards” tab from the top of the screen. This will display a
list view of all incidents and hazards that you are responsible to manage.

For each Hazard you have the option to:
o ‘View Details’ which will open up the information on the reported hazard

e Enter the Action plan of tasks to address the reported hazard by selecting ‘Enter
Action Plan’.

Assigned Incidents/Hazards

4 Back + New (C'Refresh  [Y)Export Orer

‘ Incident/Hazard Register u Assigned Incidents/Hazards My Incidents/Hazards H Mental Health Register |

14952 Paige NEWTON +2 Invite |[& Print | [ ~ Transfer | [ @ Cancel|
There is a loose brick near one of the outside tables, roughly 10 meters from
?:';::: ;22325022 w the external lift of level 1, building 34
Status: Open
askily It is recommended to View Details before entering the Action Plan to understand the
—

= nature of the reported hazard and view any attachments.
The Action Plan can also be entered from the Hazard Details screen.

View Hazard Details:

1. When you select the View Details the hazard report will open

Attachments, such as photographs or documents, and any notes that have been made
can be viewed by selecting the ‘Attachment’ or ‘Note’ tabs of the Hazard report.

Hazard Details [14952]

UNIVERSITY

& Back  JMAcion  [JNote +2Uite  EPrint PDhach  ShEmail  F,Busadmin  ( Help

| —
| Dela\\s¢ Attachment u Note bAudil ‘

=) Reference Number:
Ee
14952

Inc. Statistical Reporting

Yes

2. As a Supervisor you are also able to use the icons at the top of the screen to:

e Add a note or comment on the hazard report by selecting the Note LdNee ieon and
following the prompts.
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a Save oHeIp
[/J . . _
- Note Date: 16/12/2022 ¥ | Time |10 AM » | © |21 w
“ Description :
Confidential - O
/' Edit

o Use the Edit icon to amend details of the hazard report if required. An audit
trail of edits is kept and can be viewed by employees with the OHS Coordinator or
System Administrator roles.

¢ Invite other staff to view the hazard report and assist you with creating the action plan

to manage the hazard by selecting the Invite =™ jcon and following the prompts
to search for the staff member, add them to the invitation and add a comment about
the assistance you are seeking.

Invite others to view this hazard

o You can invite other employees to view this hazard to assist you in developing an action plan.

First Name:
| Comment [Hi Paige, I'l nead your help to resolve
this hazard, thanks|
Last Name:
| Newton |
Search result - 1 Employess Invited : 1
Paige NEWTON Paige NEWTON Work and Safety Co

| Cancel || oK |

The staff member you invite to view the hazard will receive an email notification
including your comment and a link to the hazard report in Riskware.

e Add an attachment such as a photo or document using the Attach Pheachjcon,
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e Generate an email including the hazard details and send it to an email recipient by
il

el
using the email ===
report and attachments.

icon and following the prompts. You can add details to the

add an email
* To: Jo]
* Subject: UAT: Anew Hazard: 14952 has been lodged g
BISU EEEE EE Xxx €2 == ®@tI= H HH
HAH XL
GROUP NOTIFICATION
A new Hazard report ref # 14952 has been lodged by Paige NEWTON.
Confidential status: No
Date of incident: 16/12/2022
Person affected: Paige NEWTON
Description: There is a loose brick near one of the outside tables, roughly 10
meters from the external lift of level 1, building 34
Location: Joondalup, Outside level 1, bullding 34
Body: Incident type: HAZARD |

Attachment(s):
Confidential: O
(=]

Enter an Action Plan:

Email reminders will be generated if an Action Plan is not entered for the Hazard within 5
days of it being reported and assigned to you.

. . . o+, ction .
1. To enter the Action Plan, from the Hazard Details page, select the Action * At icon
at the top of the page. This will open the Action Plan screen.

Note: You can also navigate directly to the Action Plan screen from the Hazard Report within the
Assigned Incidents/Hazards tab

2. The Action Plan screen will open with questions to complete

o The * icon indicates where a field is mandatory.

e The blue information bubbles provide guidance on the required information for each
section.
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e The FAQ have commonly asked questions relevant to each page of the hazard
report.

eNext

Once you have completed the required information, select the Next
top of the page to progress to the next page.

icon at the

EC
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Action Plan [14952]

©cancel ePrevious B Drait Submit

°He\p

Enter the immediate action you took after being notified of the hazard:

Response - You should record the
immediate steps you took after
being notified of the hazard You
need to be thorough in recording
factual and relevant details

3. Follow the prompts as you complete all pages of the Action Plan.

ePreviDus

The Draft B orar icon can be used to save the report to complete later.

Use the Next 2 and Previous icons to navigate between pages.

°Ca ncel

If you wish to cancel the Action Plan without saving a draft, use the Cancel icon.

4. You can allocate tasks to eliminate or address the hazard from within the Action Plan.
e Select the control measure, enter details of the action, target date and search to
select the person who is responsible for implementing the control.
X
¢ Additional control measures and actions can be added by using the Plus @
icon.

¢ Where a maintenance request has been logged, enter the reference number in the
Work Order section.

¢ If the Action has already been completed, tick the checkbox.

Action Plan [14952]

@cancel  Gprevious

Start at the top of this list and select one or more controls you will put in place:

Control Measure

O rext B Draft

Submit

Ot

Target Completion Date Person Responsible Actual Completion Date

Control
Start at the top of Enter your anticipated Who is responsible Tick the checkbos. Meas“""f) - The
this list and select date for completion for implementing when complete Process o

one or more
controls you will

this Control? managing Risk

based on the

put in place.

—}-Add another Control Measure

following

December 2022 - established
1. Elimination vl Paige NEWTON priorities:
December v J|2022 1 - Eliminate - Can
i earc > 2
Log a job with M T WTF s s the Risk be
maintenance to o
secure the loose 2 29 3 1 2 3 4 ||wokorder eliminated?
brick B 698 0 TG 2 - Substitution -
% Complete: |0 v| %) Can this be
B ®E® n L) substituted for a
19 20 21 22 23 24 25 less hazardous
nag e
+ X7 2% 27 2% 29 W M aemalive
3 -Isolation - Can
9 @ e the hazard be

isolated from
people exposed to
it?
4

T
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5. Once all pages have been completed, the Submit icon will become available @ suomic
and can be selected to submit the Action Plan for completion.

Once the Action Plan is submitted any persons who have been allocated a task to
complete will receive an email notification advising them of this.

Dear Paige NEWTON,

You have been allocated the following task:

Log a job with maintenance to secure the loose brick. From Hazard report ref # 14952. The task has a due date of 16/12/2022.
The details of the report are:

Date: 16/12/2022

Person affected: Paige NEWTON

Description: There is a loose brick near one of the outside tables, roughly 10 meters from the external lift of level 1, building 34.
Lecation: Joondalup, Outside level 1, building 34.

Please click here to view the Hazard and update task progress and completion.

Regards,

Safety and Employment Relations Team | Human Resources Services Centre | ECU |
Phone: + 61 8 6304 2302 | Email: whs@ecu.edu.au | Web: http:// work health and safety

6. The Hazard status will change form ‘New’ to ‘Open’ in the Incident/Hazard Register and
the Assigned Incident/Hazards tab indicate that an Action Plan has been completed but
tasks are still open.

AusTRALIA E—
ECU: Assigned Incidents/Hazards
4 Back + New ('Refresh  [“)Export OHep
Incident/Hazard Register u Assigned Incidents/Hazards H My Incidents/Hazards u Mental Health Register |

14352 Paige NEWTON +2. Invite | [& Print ][~ Transfer || @ Cancel |
View Details There is a loose brick near one of the outside tables, roughly 10 meters from

Date: 1611212022 the external lift of level 1, building 34

Type: Hazard Complete Action Plan

Status: Open

Once all tasks are marked as complete, both the Action Plan and Hazard Report will
automatically close.
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