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Complete an Incident Investigation and Action Plan (Supervisor) 
 

As a Supervisor or assigned Responsible ECU staff member, reported incidents to Staff or 
Students under your control will be assigned to you to investigate and to create action 
plans to address the identified causes with the aim of preventing similar occurrences in the 
future. 

 
To complete the Investigation and Action Plan within Riskware, follow the instructions from 
page 2. If you wish to take notes for the investigation when meeting with stakeholders or in 
discussion with investigation team members prior to completing the forms online in Riskware, 
the investigation and action plan key items to consider which will need to be entered are as 
follows: 
 

- Sequence of Events that led to the incident 
 

- Sequence of Events following the incident 
 

- Tasks being performed at the time of the incident 
 

- Contributing factors (what contributed to the incident occurring?) 
 

- What control measures can be implemented to prevent a similar future occurrence? 
 

- Take photos where relevant, these can be uploaded into Riskware. Any further 
documentation which is collated as part of your investigation can also be uploaded 
into Riskware (refer to page 4 of this information sheet for information on uploading 
attachments). 

 

For further details on incident reporting and investigation please refer to the Incident 
Reporting and Investigation Guideline available from the Health and Safety website. 

 
 
 
  

 

 It is the Assigned Person/Supervisor’s role to complete both the Investigation and 

Action Plan in Riskware.  The Incident report will not close unless this has been 

completed and all tasks on the action plan are completed.   

 

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

Riskware. 

https://intranet.ecu.edu.au/staff/centres/human-resources-service/our-services/work-health-safety-and-wellness/incident-reporting-and-investigation
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Completing the Investigation and Action Plan within Riskware 
 
1. You will receive an email notification advising that you have been assigned an incident to 

manage. The email will provide details of the reported incident, the person who reported 
the incident and a link directly to the incident within Riskware. 

 

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

 
 
3. To view the incident report and investigate it either: 

a. Click on the link in the email notification which will open the incident 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 
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To navigate to the ‘Assigned Incidents/Hazards tab’, from the Riskware home screen 
choose Incident/Hazard Register in the My Tools section. 

 

 
 
 
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. 
 
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.   
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View and Edit Incident Details and Attachments: 

 
1. Select View Details from the ‘Assigned Incidents/Hazards’ tab  

 
 
This will open the incident report and allow you to view and edit the incident details.  
 
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 Incident report. 

 
 
 
 
To upload new attachments as part of your investigation, click the “attach” button 

 

 

 It is recommended to View Details before investigating the incident to understand the 

nature of the incident, view any attachments and make notes and edits where 

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

• Add a note or comment on the incident report by selecting the Note  icon and 
following the prompts 
 

            
 

• Use the Edit   icon to amend details of the incident report if required.  An audit 
trail of edits is kept and can be viewed by employees with the OHS Coordinator or 
System Administrator roles. 
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• Generate an email including the incident details and send it to an email recipient by 

using the email  icon and following the prompts.  You can add details to the 
report and attachments. 

 

 
 
 
 
Invite a Person to view an Incident report 
 
As a supervisor, you can invite other staff to view the incident report and assist you to 
conduct the investigation and develop the action plan. 
 
1. From the Assigned Incident/Hazard tab or the Incident details screen, select the Invite 

 icon. 
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2. Follow the prompts to search for the staff member(s), add them to the invitation and add 
a comment about the assistance you are seeking.  

 

 
 

Select ‘OK’ once you have entered all details. 
 

3. The staff member(s) you invite to view the incident report will receive an email notification 
including your comment and a link to the report in Riskware. 
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Investigate an Incident: 

1. To complete the investigation, from the Incident Details page, select the Investigate  

 icon at the top of the page.  Alternatively, you can navigate directly to the 
Incident Investigation screen from the Incident Report within the Assigned 
Incidents/Hazards tab  

 
 
2. The Incident Investigation screen will open with questions to complete 

• The * icon indicates where a field is mandatory  

• The blue information bubbles provide guidance on the required information for each 
section.   

• The FAQ have commonly asked questions relevant to each page of the incident 
report.  

 

 

 It is the Assigned Person/Supervisor’s role to complete the Investigation.  All 

incidents must be investigated.  Reminder emails will be generated if the investigation 

and action plan are not completed within the required timeframes. 
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3. Follow the prompts to complete each tab of the incident investigation – Planning, Event 

Timeline and Contributing Factors.   
4. Once all tabs are completed save the incident investigation by selecting the Save 

 icon at the top of the page. 
 

5. When the investigation is completed, the investigation icon will change to blue. 
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Enter an Action Plan: 
 
Email reminders will be generated if an Action Plan is not entered for the Incident within 5 
days of it being reported and assigned to you.   

1. To enter the Action Plan, from the Incident Details page, select the Action   icon 
at the top of the page.  You can also navigate directly to the Action Plan screen from the 
Incident Report within the Assigned Incidents/Hazards tab.  

 

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

• The * icon indicates where a field is mandatory  

• The blue information bubbles provide guidance on the required information for each 
section.   

• The FAQ  have commonly asked questions relevant to each page of the incident 
report.  

Once you have completed the required information, select the Next    icon at the 
top of the page to progress to the next page. 
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3. Follow the prompts as you complete all pages of the Action Plan.   

Use the Next  and Previous    icons to navigate between pages  

The Save  icon can be used to save the report to complete later 

If you wish to cancel the Action Plan without saving a draft, use the Cancel  icon 
 
4. The Action Plan allows for controls to be put in place to address the contributing factors 

identified in the incident investigation as having led to the incident occurring.  These can 
be assigned to responsible persons with target dates for completion. 
 
To allocate controls:  

• Select the contributing factor identified from the incident investigation and enter the 
details. 

• Enter details of the controls to be implemented to address the contributing factor 

• Select the target completion date and search for the responsible person. 

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

• Additional contributing factors and control measures can be added by using the Plus  

 icon 

• Note - If the control has already been completed at the time the action plan is 
entered, the checkbox can be ticked. 

 

 
5. Once all pages of the Action Plan have been completed with the required information, the 

Submit icon become available  and can be selected to submit the Action Plan 
for completion.   
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6. Once the Action Plan is submitted any persons who have been allocated a control 
measure (task) to complete will receive an email notification. 
 
 

 
 
7. The Incident status will change from ‘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. 

 

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

 
For further information on completing tasks and action plans, please refer to: 

• Complete or transfer a Task Information Sheet 

• Modify or Complete an Action Plan Information Sheet 
 
 

 


