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What is RiskWare

RiskWare is a web-based Safety Management system providing access to a range of specific modules
designed to identify, manage and analyse risk and safety. The system can be accessed any time of
day, on or off campus. RiskWare is available to all University employees including full or part time,
fixed term, casual and adjuncts and is used to manage information and actions relating to incidents
and hazards.

This module will allow Incidents and Hazards to be reported, managed and tracked through to
resolution.

Features:

» Consistent method for entering data
Centralised register

Ability to create and manage incidents / hazards
Full audit trail

Create an action plan

Undertake risk assessment

VV VYV VYV

Real-time trend analysis and reporting

Last Updated 23 November 2012
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Accessing RiskWare
How to access RiskWare

Access RiskWare

JCU Website
» The link to RiskWare is available on the staff page of the JCU website. To access the website,
you will need to complete the following:

Step 1 Open your Internet Explorer Browser to the JCU Homepage and click on ‘Staff’.

== JAMES COOK
== UNIVERSITY

AUSTRALIA

Ato Z | @ICU | Current studen

| Stsff |

Course enquiries 1800 246 446

earnJCU | WebMail | Library | Bulletins | Campus maps | Contacts

.Se arch website

Step 2 Select ‘RiskWare’ under the ‘Connect to... column’ on the staff page.

Home * Staff

Find staff

search for a staff member

Connect to...

by name

% Teaching & Research

- B

i Information

Staff by organisational unit
Campus addresses & contacts
Faculty and Division websites

[L 1

o e

Search

Emergencies

on campus dial 0000, then
dial 15555 (in Townsville) or
dial 21293 (in Cairns).

Strategy & leadership &)

Ask InfoHelp - 1T support requests

ContentlCU - manage your CMS
website

My HR Online - pay, leave,

l RiskWare l
ns

Spendvision - Travel requisitions,
expenses and credit cards

StaffOniine - applications for staff

Travel bookings - world Travel

Course proposal feedback
eAcademic

Learn]CU

Lecture timetables

Research services

Room Bookings/Hire Information
Teaching and Learning
Teaching and Learning Academy

Vehicle bookings

Step 3 Log onto RiskWare.

Computing status bulletins

Finance and Resource Planning

Human Resources

Intranet sites

Marketing Toolkit - logas,

templates, events, image library

MEX Maintenance Request - report
faults and request maintenance

Student Systems - training
materials and resources

Fire Evacuation Training

» Type in your JCU User Name and password to authenticate.

Last Updated 23 November 2012
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Step 4 Select your help level. You can select a ‘Help Level’ which enables prompts to display while
you are navigating and entering information into RiskWare.

Help Level
For a better experience with this application, please select your help level:
)1 am a new user and | would like full assistance
@ | am an experienced user, however | would like some assistance

)1 am an experienced user and do not require any assistance

Direct Link
Step 1 Open your Internet Explorer Browser and type https://riskcloud.net/prod/?ccode=jcu in the

address bar.
Step 2 Select your help level

> You can select a help level which enables prompts to display while you are navigating and
entering information into RiskWare.

Help Level

For a better experience with this application, please select your help level:
)1 am a new user and | would like full assistance
@ | am an experienced user, however | would like some assistance

)1 am an experienced user and do not require any assistance

Last Updated 23 November 2012
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RiskWare Layout and Navigation

General User

Information VirHome [FMyTasks [FMvy Calendar ) Change Pessword . Feedback offf Lecout
[i:E (2}

KWeIcome, Employee A

\

Panel == JAMES COOK clobal M
Help w=~ UNIVERSITY obal Menu
AUSTRALIA
s W
Report an IncidentHazard View and manage View and manage WHS Risk
= If you require assistance Incidents/Hazards Assessments
please click on *Contact Us™

Home Page

Menu Explanations

Global Menu

Home Return to the RiskWare Home Page where you can see all of your options in
the Panel.

My Tasks View Incidents and Hazards that require further action. This function is only
available to Supervisors.

My Calendar View a calendar showing due dates of required steps in the mitigation of
Incidents and Hazards. This function is only available to Supervisors.

Change Password Change your RiskWare logon password.

Feedback Provide feedback and suggestions on RiskWare.

Logout Logout of RiskWare.

Last Updated 23 November 2012
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Help
Information Help navigating RiskWare.

Panel

Report an Incident/Hazard

- -
Raped an indideni®azard

View and manage your Incidents/Hazards

&

View and managa
Insienls Hatatds

BEEEE . View and manage WHS Risk Assessments

Widew Al manages WHS Risk
Asgpsimenls
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Exiting RiskWare

To exit the Web Self Service always use the LOG OUT option which is located at the top right hand
side of the navigation screen and then click the CLOSE icon, or select File/close on the pull down
menu.

Step 1 Log off RiskWare

v ARE

“ ou
@ i Home [ My Tasks [ My Calendar 7} Change Password ) Fecabadt offf Logout

Last Updated 23 November 2012
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Incident Reporting

Report an Incident

Reporting a non-injury incident for yourself
Step 1 Select Report an Incident/Hazard.

~~ ™
( b [} IDI\FEF“ irﬁ.mrr
n the Cloud

= R

@Hu_me [j’MxTasks [EE by Calendar ) Chanoe Password ¥ Feedback HLuggut
Welcome, Employee A

=== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

(Incident/Hazard

FAQ |
= If you require assistance Report an IncidentHazard View and manage

please click on “Contact Us”

View and manage WHS Risk
Incidents/Hazards Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 3 Select Report an —incident, near miss or injury.

» This will open up Page 1 of the Incident Report. You will need to complete each section.

» All sections with © are mandatory fields and must be completed.

| would like to repart:

B Report a - hazard.

. Report an - incident, near miss or injury.
| Ab p : jury

Step 4 Who sustained this incident?

10
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> Select ‘Me’

Who sustained this incident?

3 @ Me § ) Another Person & Select who this incident
happened to.
—

Step 5 When did the Incident occur?

» This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc when the incident
occurred?

When did the incident occur?

$ Date:  24/10/2012 v [¢] Time: 12 ~ . 58 « [¢] Enter the date and time of the
Ty incident.

T Cat - - Select a Time Category — - 0
Ime Lategory gory A recess break is a scheduled

break e g. lunch or temporary
authorised absence away from
place of employment during a

\ work day.

Step 6 Incident details

» Ensure you advise whether the incident occurred ‘On Campus’ or ‘Off Campus’.

0 ‘On Campus’ - all buildings, roads, paths, sporting facilities, etc. within the campus.

0 ‘Off Campus’ - all other areas outside the campus grounds.
> You will need to complete each question within this section.
0 Toinput your location for ‘On Campus’ Incidents, select the magnifying glass and
enter the location name or select the location from the dropdown/text box.

Incident Details

) * Did this incident occur: @ On Campus ) Off Campus

Select Location: J o
YTl (h vl Selact a Location Category — - & . .
Location Details: SR
For example, car park, factory,
boardroom, etc.
g
im G
What was the work or actvity being undertaken at the time of the incident? What wark/activity was being
Work Activity Category:  — Select a Work Activity Category — - Q done at the time of the
incident? |_e. driving, lifting
boxes, typing etc.
g

—

" Describe the incident with as much detail as possible:
L’% =] k3 Describe the incident with as
much detail as possible. What
exactly were you doing?
What exactly happened? YWhat
process, product, chemical or
equipment was involved?

E What was the outcome?

Step 7 Select Next at the top of the page and Page 2 of the Incident Report will display

Last Updated 23 November 2012
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Risk Management on the Cloud

3

fiHome [FMyTasks My Calendar ) Chanoe Password ' Feedback | Losout

o Incident Report

Help Page 1 of 4

Step 8 Did an injury/illness occur?

> Select ‘No’

DOid an injuryfillness occur?

@ @ No QO Yes Q Was an injury/iliness sustained?

Step 9 You will need to review each of the remaining questions on Page 2. If you answer ‘Yes’ to
any of these questions, the relevant description box will open and you will need to provide details.

> Select ‘Yes’ or ‘No’ for the below questions.
» To search for a staff member who witnessed the incident click on the search icon button.

activity you were doing at the time require training/certification?

W @ No 1 Yes [«] If the incident occurred whilst a
o G task/activity was being
performed, select whether
training/certification was
required for this task/activity.

Witness Details:

éﬂ @ No @ Yes Qo Check the tickbox and enter
b - the names, addresses, phone
Witness Details (include name and phone number if known) I/_I numbers and any other relevant

information for all witnesses_

—
Was there any asset/property involved/damaged?
u"z ©® No ) Yes (€]
—

Description of damage:

( : ' 9I i:l\‘-]nl l’l,NlT " \r

Risk Management on the Cloud S0 FT W & R E

P;{}Hnme E?I.\yTasks [EE/ My Calendar ) Change Password % Feedback ﬂ\_oguul

@l & 4 g
@ Y| = P Incident Report
Cancel Previoudl  Next it Help Page 2 of 4

Step 11 Incident Classification — The processes and the circumstances leading to the incident.

> You will now identify the most severe incident type. If more than one action or activity
occurred, please select the type that contributed the most to the incident.

12
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> Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.

Incident Classification:

|dentify what occurred: The action or activity that

— contributed mast to the Incident
— Please select the most severe incident type — - &
———
What was the most significant cause: The object, substance or
- circumstance that directly
- Please select the most severe possible cause — - & crrEEE G E TER T

Step 12 Assign to

> If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assign to:
2 Manager/Superisor: | Supenvisor A & Select the person to assign the
3 g . incident to. This is typically
> your line manager.

Step 13 Who was notified of this incident?

» If you have notified another staff member of this incident, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.

> If you have notified someone else of this incident, including a Contractor or Visitor include as
many details as possible.

Who was notified of this Incident?

% Staff: Date: Time: If you have notifed anyone of
24/10/2012 3 13 - 5§ v Lhelrse{ncwdent, enter their details
Contractor/Visitor/Other: Date: Time:
24/10/2012 v 13 v - 58 - e

Step 14 Attachment

» You can provide extra information such as an image of where the incident took place.
However this is not mandatory.

Attachment

/& [ Click to add an attachment ] —

Attachment Type ‘ Document Description | Date Uploaded | Uploaded By |

Step 15 Select Next at the top of the page and Page 4 will display.

S

firtome [ My Tasks [ My Calendar | Chanoe Password 'L Fesdback dJf] Logout

@ ®© ® P v Incident Report
Cancel  Previou Next Bl Help Page 3 of 4

13
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Step 16 What immediate action, if any, has been taken?

» Here you can describe any immediate action that has been taken.

What immediate action, if any, has been taken?

i f

~

Describe immediate action

—

Rate this incident by clicking

the appropriate conseguence.

MNote: Your Supenisor will
confirm this rating.

Step 17 Rate the consequence for this incident
Rate the consequence for this incident &
S — Consequence e —
Prosecution of -
Prosecution of FEila
WHS - Compliance | &udit report finding officer.
TBA TBA company /
& Liability or PIN i e Enforceable
g Y P °| undertakings
or directions.
Injury or ilness SEEETITE
WHS - People No medical First aid level requiring days off iiness or major Death or .Im
treatment treatment work or minor e lammne of facility
property damage Propi 9 o
e
) @ @ @ @
Insignificant Low Medium High Extreme

Step 18 You are about to submit an incident.

> Click the submit button located on the toolbar.

© ®

Cancel Previous

Submit

L
Ls .‘
Help

foiHome [} My Tasks [F5 by Calendar

[\ Change Password | Feedback ﬂmgnut

Incident Report

You are about to submit an Incident

To complete this process, please follow the instructions below

Person: Employee A

Assigned To: Supervisor A

Step 19 Your Reference Information

Last Updated 23 November 2012

To submit your request. click the @ button (located on the toolbar).

To review your information click the E:-/.' button (located on the toolbar).

14
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Your Reference Information

Your information has been recorded successfully.

= =  Your Reference Mumber isf 106

%i Home page
& Print incident report

B Click here to enter another incident

Step 20 Log off Risk Ware

¥ AR E

ent on the Clou
@ ?-}Hume [?M):Tasks [EH My Calendar ) Change Password % Feedbad ﬂ\_ngout

Last Updated 23 November 2012



ke
E

~= JAMES COOK

= PU—EEXERSITY RiskWare User Guide

Reporting a non-injury incident for someone else
Step 1 Select Report an Incident/Hazard.

( Jb i IDI\FEF“ irﬁ.lwn'r

Risk Management on the Cloud
@Hurﬂe [j}’MxTasks [EEI My Calendar ) Chanoe Password % Feedback HLuggut

Welcome, Employee A

\Information

=== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

IFAQ |
» If you require assistance Report an IncidentHazard WView and manage View and manage WHS Risk

please click on “Contact Us® Incidents/Hazards Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select Report an —incident, near miss or injury.

» This will open up Page 1 of the Incident Report. You will need to complete each section.

» All sections with & are mandatory fields and must be completed.

| would like to report:

B Report a - hazard.

~

B Report an - incident, near miss or injury.

Step 3 Who sustained this incident?

> Select ‘Another Person’

16
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Who sustained this incident?

@ © Me

@ Another Person (€]

Step 4 When did the Incident occur?

Select who this incident
happened to.

» This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc. when the incident

occurred?

When did the incident occur?

% Date:  24/10/2012 - [+] Time: 12 -~ - 58 -

Time Category- - Select a Time Category —

Step 5 Incident details

Enter the date and time of the
incident.

A recess break is a scheduled
break e g. lunch or temporary

authorised absence away from
place of employment during a

work day.

> Ensure you advise whether the incident occurred “On Campus” or “Off Campus”.
0 ‘On Campus’ is all buildings, roads, paths, sporting facilities, etc. within the campus.
0 ‘Off Campus’ is all other areas outside the campus grounds.
> You will need to complete each question within this section.
0 Toinput your location for ‘On Campus’ Incidents, select the magnifying glass and
enter the location name or select the location from the dropdown/text box.

Incident Details

v ¢ Did this incident occur @ On Campus () OF Campus

Last Updated 23 November 2012

Select Location: C /_l )
(YT Ko Ch ) Talll - Select a Location Category — - &
Location Details:
ﬁ&;,
“_ What was the work or activity being undertaken at the time of the incident?
E Work Activity Category: - Select a Work Activity Category - &
s
f= ? Describe the incident with as much detail as possible:
D e Q

—

Location Details

For example, car park, factory,
boardroom, etc.

—

What work/activity was being
done at the time of the
incident? |.e. driving, litting
boxes, typing etc.

—

Describe the incident with as
much detail as possible. What
exactly were you doing?

What exactly happened? What
process, product, chemical or
equipment was involved?

What was the outcome?

17
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Step 6 Select Next at the top of the page and Page 2 of the Incident Report will display.

Risk Management on the Cloud SOFTWARE

( ?ll;l\rlnl [

{6 Home [ My Tasks [ My Calendar [, Change Password

o 2 Incident Report

Help Page 1015

| Feedback 44| Logout

Step 7 Details of person who sustained the incident.

» Select the person type. Your options are:
0 Adjunct Staff

Contractor

JCU Staff

Patients

Postgraduate/Honours Student

Undergraduate Student

VV VY YV

Visitors/General Public
» Volunteers
> If you select JCU Staff you can search the database for that person by clicking on the
magnifying glass.
> If you select a Contractor, Patients, Postgraduate/Honours Students, Undergraduate
Student, Visitors/General Public or Volunteers you will need to complete as much detail as
possible. First Name and Surname are the minimum requirements.

s of person who sustained the incident.

% ISR Sl - Please select a type of person —JRg (€] 1. Select the Person Type from
the dropdown box
Search the database for this person before entering details 2. For employees you may
[ search and select the person
First Name: [ /_] © from the staff database.
Otherwise, enter the persons
Middle Name: | details in the spaces provided.
Surname: | €]
ID Number: I
—
Title: |
Phone/Ext: [
Email: [
Mobile: |

Date of Birth: Date of Birth M

Gender: Male  Female

Home Address: |

Country: - Select a Country -
State: - Select a State —-
Post Code: |7
Suburb: I

Home Phone: |

Fax: |

18
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Step 8 Select Next at the top of the page and Page 3 will display.

l.i i:l\rlni I"I‘NI'F
W

Risk Management on the Cloud

Information } {5y Home [P MvTasks [EfMy Calendar (% Chanoe Pessword ' Feedback oJif] Looout
sy £ =Y | o ) .

e @ =@ P Incident Report

Cancel Previol Next bt Help Page 2 of 5

Step 9 Did an injury/illness occur?

> Select ‘No’

Did an injuryfillness occur?

@. @ No J@ Yes Q Was an injury/illness sustained?

Step 10 You will need to review each of the remaining questions on Page 3. If you answer ‘Yes’ to
any of these questions, the relevant description box will open and you will need to provide details.

Did the activity you were doing at the time require training/certification?

B Yes @ Unknown If the incident occurred whilst a

task/activity was being e
performed, select whether

training/cerification was

required for this task/activity.

[Vitness Details:

é’ @ Mo ) Yes (+] Check the tickbox and enter
b the names, addresses, phone
Witness Details (include name and phone number if known) B numbers and any other relevant
information for all witnesses. B ——
s

[Vas there any asset/property involved/damaged?

m @ No ) Yes L€)

Description of damage:

(g bl iskcloud ..

=" Risk Management on the Cloud

t

%3 Home [P My Tasks [FMy Calendar [ Channe Password 'F.! Feedback Jff Lonout

CQ ®| ® P Incident Report

Cancel Previoul Help Page 3 of 5

Step 12 Incident Classification — The processes and the circumstances leading to the incident.

> You will now identify the most severe incident type. If more than one action or activity
occurred, please select the type that contributed the most to the incident.

19
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> Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.

Incident Classification:

|dentify what occurred: The action or activity that
— contributed mast to the Incident <
— Please select the most severe incident type — - &
What was the most significant cause: The object, substance or
- circumstance that directly R
- Please select the most severe possible cause — - & crrEEE G E TER T

Step 13 Assign to

> If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assian to

B voseisuperiso. Supricer & Ol e ———

your line manager.

Step 14 Who was notified of this incident?

» If you have notified another staff member of this incident, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.
» If you have notified another student of this incident, insert their first name and surname.

Step 15 Attachment

Attachment

/ﬁ [ Click to add an attachment ] —

Attachment Type ‘ Doecument Description | Date Uploaded | Uploaded By |

Step 16 Select Next at the top of the page and Page 5 will display.

{Q?} Home E;’Mz?a:sks [EG My Calendar [ Change Password ¥ Feedback -ﬂLugnut

@ @ w2 Incident Report
IC-am;ezl Previous Help Paged ol s

Step 17 What immediate action, if any, has been taken?

What immediate action, if any, has been taken?

W - Describe immediate action
J .i

20
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Step 18 Rate the consequence for this incident

Rate the consequence for this incident &

Rate this incident by clicking

the appropriate conseguence.

MNote: Your Supenisor will
confirm this rating.

S — Consequence e —
Prosecution of -
Prosecution of FEila
WHS - Compliance | &udit report finding officer.
TBA TBA company /
& Liability or PIN i e Enforceable
g Y P °| undertakings
or directions.
Injury or ilness SEEETITE
WHS - People No medical First aid level requiring days off iiness or major Death or .Im
treatment treatment work or minor e lammne of facility
property damage Propi 9 o
) @ @ @ @
Insignificant Low Medium High Extreme

Step 19 Select Next at the top of the page and you will have the option to Submit the Incident.

e @

® B 2

Next omit Help

f?ﬁm E?Mv Tasks [FH by Calendar % Change Password n_-- Feedback ﬂLDgnut

Incident Report

Page 5 of 5

Cancel Previous

Step 20 You are about to submit an incident

> Click the submit button located on the toolbar.

© ®

Cancel Previous

el o |

ext § Submit B Help

-4 Change Password ¥ peedback ﬂLuguut

Incident Report

3 Home [ My Tasks [F5 My Calendar

o

You are about to submit an Incident

To complete this process, please follow the instructions below

Person: Belinda Barkley

Assigned To: Margaret Cato-Smith

Step 21 Your Reference Information

Your Reference Information

Your information has been recorded successfully.

Your Reference Mumber is[107

%% Home page
(2 Print incident report

To submit your request, click the @ button {located on the toolbar).
To review your information click the "\l:) button {located on the toolbar)

B Click here to enter another incident

Last Updated 23 November 2012
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Step 22 Log off RiskWare

ud
@ i Home [ My Tasks [ My Calendar 7} Change Password ) Feeabllck offf Logou

22
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Reporting an injury incident for yourself
Step 1 Select Report an Incident/Hazard.

Il ir’ﬁ_:

ET

ement on the Cloud
@Hurﬂe [j}’MxTasks [EEI My Calendar ) Chanoe Password % Feedback HLuggut

Welcome, Employee A

\Information

=== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

IFAQ |
» If you require assistance Report an IncidentHazard WView and manage View and manage WHS Risk

please click on “Contact Us® Incidents/Hazards Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select Report an —incident, near miss or injury.

» This will open up Page 1 of the Incident Report. You will need to complete each section.

» All sections with & are mandatory fields and must be completed.

| would like to report:

B Report a - hazard.

B Report an - incident, near miss or injury.

Step 3 Who sustained this incident?

> Select ‘Me’
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Who sustained this incident?

3 @ Me § ) Another Person & Select who this incident
happened to.
—

Step4 When did the Incident occur?

» This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc when the incident
occurred?

When did the incident occur?

$ Date:  24/10/2012 v [¢] Time: 12 ~ . 58 « [¢] Enter the date and time of the
Ty incident.

T Cat - - Select a Time Category — - 0
Ime Lategory gory A recess break is a scheduled

break e g. lunch or temporary
authorised absence away from
place of employment during a

\ work day.

Step 5 Incident details

» Ensure you advise whether the incident occurred ‘On Campus’ or ‘Off Campus’.

0 ‘On Campus’ - all buildings, roads, paths, sporting facilities, etc. within the campus.

0 ‘Off Campus’ - all other areas outside the campus grounds.
> You will need to complete each question within this section.
0 Toinput your location for ‘On Campus’ Incidents, select the magnifying glass and
enter the location name or select the location from the dropdown/text box.

Incident Details

* Did this incident occur: @ On Campus ) Off Campus

Select Location: J o
YTl (h vl Selact a Location Category — - & . .
Location Details: SR
For example, car park, factory,
boardroom, etc.
g
im G
*  What was the work or actiity being undertaken at the time of the incident? What wark/activity was being
Eﬂ Waork Activity Category: - Select a Work Activity Categary — - Q done at the time of the
incident? |_e. driving, lifting
boxes, typing etc.
g

—

" Describe the incident with as much detail as possible:
L’% =] k3 Describe the incident with as
much detail as possible. What
exactly were you doing?
What exactly happened? YWhat
process, product, chemical or
equipment was involved?

E What was the outcome?

Step 6 Select Next at the top of the page and Page 2 of the Incident Report will display.

Last Updated 23 November 2012
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v I Incident Report
© Help Page 1 of4

#iHome [7MyTasks [FfMy Calendar (7 Chanoe Password

Step 7 Did an injury/illness occur?

> Select ‘Yes’

Did an injury/illness occur?

& o

e Was an injury/fillness sustained?

Step 8 You will need to review each of the remaining questions on Page 2. If you answer ‘Yes’ to
any of these questions, the relevant description box will open and you will need to provide details.

activity you were doing at the time require training/certification?

W @ No @ Yes [+] If the incident occurred whilst a
a +— task/activity was being
performed, select whether
training/certification was
required for this task/activity.

Witness Details:

]

% @ No ) Yes [¢] Check the tickbox and enter
] o the names. addresses, phone
Witness Details (include name and phone number if known) |/_| numbers and any other relevant

information for all witnesses.

—
Was there any asset/property involved/damaged?
u’t ©® No ) Yes e
—

Description of damage:

—

( p 9| I.':I\'-]nl lrl.Nl'r

Risk Management on the Cloud

%3 Home [ My Tasks [F|My Calendar 7| Change Password T Feedback <Jf Logout

el & Fa i
@ Wl ®» P Incident Report
Cancel Previou: Next i Help Page 2 of 4

Step 10 Incident Classification — The processes and the circumstances leading to the incident.

» You will now identify the most severe incident type. If more than one action or activity
occurred, please select the type that contributed the most to the incident.

» Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.
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Incident Classification:

|dentify what occurred: The action or activity that
— contributed most to the Incident
- Please select the most severe incident type — - Q9
—
What was the most significant cause: The object, substance or
: circumstance that directly
— Please select the most severe possible cause — - & caused the Incident

Step 11 Injury/lliness Classification:

> You will now identify the most severe injury type. If more than one injury was sustained,
please select the most severe injury type.
» Next, you will identify the part of the body that was most severely injured.

Injuryfliiness Classification:

’s Identify the type of injury or illness sustained (select the most severe): ‘ The most serious injury
X sustained
— Please select the most severe injury — - 9 <

What part of the body was/is most affected (select the most severe): The bodily location of the most
serious injury sustained <

- Please select the most severely injured bodily part — - O

If applicable what side of the body was affected? Select the side of the body
most affected

() Not applicable ) Left () Right @ Both — }

Step 12 Injury Details

» Provide details of the injury sustained. List all injuries where multiple injuries were
sustained. An example of this is, “l sustained cuts to my left leg and left arm. | sustained
bruising to the left side of my face.”

Injury Details:
q Describe the injury in detail: Describe the actual injury
Q. sustained.
i i.e. Laceration on my left index
e —
& v For multiple injuries list all

injuries sustained.

Step 13 Assign to

> If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assign to:
3 Manager/Supenisor: | Supsrvisor A d & Select the person to assign the
incident to. This is typically
> your line manager.

Step 14 Who was notified of this incident?

> If you have notified another staff member of this incident, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.
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> If you have notified someone else of this incident, including a Contractor or Visitor include as

many details as possible.

Who was notified of this Incident?

lhl Staff:

Contractor/Visitor/Other:

Date:
24/10/2012

Date:
24/10/2012

Time:

v 13 v - 58 -
Time:

v 13 v - 58 -

Step 15 Attachment

If you have notifed anyone of

this incident, enter their details

here.

—

> You can provide extra information such as an image of where the incident took place or
medical documentation. However this is not mandatory at this point.

Attachment

C

[ Click to add an attachment ]

Attachment Type ‘

—

Document Description

| Date Uploaded

Step 16 Select Next at the top of the page and Page 4 will display.

Mirtome [My Tasks (77 My Calendsr ) Chance Password ' Feedbacl ogou
EiH My Tasks 77 Mv Calendar % Change P d ' Feeback off] Looout

Uploaded By |

@ ®© ® P v Incident Report
Cancel  Previou Next Bl Help Page 3 of 4
I

Step 17 Was medical treatment given?

» This is a mandatory field. It is automatically set at a response of ‘No’. If you answer ‘Yes’ you
will need to advise what treatment was received and the details of that treatment.

» The question ‘Was and ambulance called?’ is part of this step. This is also automatically set
at ‘No’. If an ambulance was called, please change the answer to ‘Yes'.

Treatment for injuryfillness:

Please provide details:

( Was Medical treatment given? @ Mo (0 Yes

:5"16 Was an Ambulance called?
@ Mo ) Yes

Step 18 Do you intend on seeking Medical treatment?

» If you are going to seek further medical treatment, please answer ‘Yes’.

Last Updated 23 November 2012

If medical treatment was
administered as a result of this
injury, select Yes and enter the
type and details of the
treatment provided.

Local First Aid: Provide details
including name of first aid
officer if applicable.

Medical Treatment: Include
all names and contact details.
Doctor refers to the person that
provided initial treatment

Jyu—
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Do you intend on seeking Medical treatment?

Please indicate whether you
wish to seek medical treatment
for your injury.

Step 19 Injury/illness resulted in:

» If your injury results in a Workers Compensation claim being submitted, please select ‘Lost
Time from Work — (one or more shifts lost)’. If no Workers Compensation Claim is being
submitted, please answer ‘No Lost Time From Work’

Injury/illness resulted in:

.Q! @ No Lost Time From Work & No Lost Time From Work

1 Lost Time From Work - (one or more shifts lost) ;Z?;ir:ga;a;m:?le Shitler

Lost Time From Work

Either a complete working day —
or a shift was lost from work as

a result of the injury

Fatality

A fatality occurred as a result of

| the injury

Step 20 Select Next at the top of the page and Page 5 will display.

ff.\*_.Hume DF.W Tasks [E5| My Calendar [} Change Password r-l_ Feedback g}mLugGm

[ - ¢ . H
@ ®© |9 Incident Report
Cancel Previou| Mext 1 Help Page 50l 5

> Step 21 What immediate action, if any, has been taken?Here you can describe any

immediate action that was taken.

Mt immediate action, if any, has been taken? \

| - Describe immediate action

B

\_ J

Step 22 Rate the consequence for this incident

Rate the consequence for this incident &

B — Consequence _ > Rate this incident by clicking
Prozecaion of | - the appropriate consequence.
P PCBU or Note: Your Supenvisor will
WHS - Compliance \Audit report finding officer. confirm this rating.
L TBA TBA company /
& Liability or PIN TR T Enforceable
g v °| undertakings
or directions.
Injury or ilness oI
WHS - People Mo medical First aid level requiring da).{s off e Death Drnluss
treatment treatment work or minor e i of facility
property damage prop: g -
Insignificant Low High Extreme
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Step 23 You are about to submit an incident.

» Click the submit button located on the toolbar.

firtome [ My Tasks [ My Calendar [} Change Password '* Feedback 44 Logout

Incident Report

© © olo b

o You are about to submit an Incident
A\ % ' To complete this process, please follow the instructions below

Person: Employee A
Assigned To: Andrew Reddicliffe

To submit your request. click the @ button (located on the toolbar).
To review your information click the {:—JJ button (located on the toolbar).

Step 24 Your Reference Information

XiHome [7MyTasks [7My Colendar ) Chanoe Password % Feedback J Logout

Incident Report

¥
W :
Help

Your Reference Information

Your information has been recorded succesgf

~ = Your Referance Number ig[108
—

3 Home page
& Print incident report

B Click here to enter another incident

Step 25 Log off Risk Ware

¥ ARE

(_ . Jhl I..Dl'\r-hﬂ.li IA.NIT

Risk Management on the Cloud
{53 Home [ My Tasks [EMy Calendar |7 Change Password ')/ Feedbadl offf Logout
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Reporting an injury incident for someone else
Step 1 Select Report an Incident/Hazard.

( Jb i IDI\FEF“ irﬁ.lwn'r

Risk Management on the Cloud
@Hurﬂe [j}’MxTasks [EEI My Calendar ) Chanoe Password % Feedback HLuggut

Welcome, Employee A

\Information

=== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

IFAQ |
» If you require assistance Report an IncidentHazard WView and manage View and manage WHS Risk

please click on “Contact Us® Incidents/Hazards Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select Report an —incident, near miss or injury.

» This will open up Page 1 of the Incident Report. You will need to complete each section.

» All sections with & are mandatory fields and must be completed.

| would like to report:

B Report a - hazard.

~

B Report an - incident, near miss or injury.

Step 3 Who sustained this incident?

> Select ‘Another Person’
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Who sustained this incident?

3} © Me

@ Another Person (€]

Step 4 When did the Incident occur?

Select who this incident
happened to.

» This section includes information on the date, time and the time category of the incident.
Were you at work, on a break or travelling between campuses, etc. when the incident

occurred?

When did the incident occur?

E Date:  24/10/2012 - [+] Time: 12 -~ - 58 -

Time Category:

- Select a Time Category — -

Step 5 Incident details

Enter the date and time of the
incident.

A recess break is a scheduled
break e g. lunch or temporary

authorised absence away from
place of employment during a

work day.

> Ensure you advise whether the incident occurred “On Campus” or “Off Campus”.
0 ‘On Campus’ is all buildings, roads, paths, sporting facilities, etc. within the campus.
0 ‘Off Campus’ is all other areas outside the campus grounds.

> You will need to complete each question within this section.

» Only complete the “Location Details” if the incident occurred ‘Off Campus’.

Incident Details

) * Did this incident occur: @ On Campus ) Off Campus

Select Location: /_]

[T N Y W Vll - Select a Location Category — -

Location Details:

2 What was the work or activity being undertaken at the time of the incident?

E1

F ? Describe the incident with as much detail as possible

Work Activity Category: - Select a Work Activity Category - -

—

Location Details
For example, car park, factory,
boardroom, etc.

—

What work/activity was being
done at the time of the
incident? l.e. driving, litting
boxes, typing etc.

.

Describe the incident with as
much detail as possible. What
exactly were you doing?

What exactly happened? What
process, product, chemical or
equipment was involved?

What was the outcome?

Step 6 Select Next at the top of the page and Page 2 of the Incident Report will display.
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Help Page 1015

{6 Home [ My Taske [FF My Calendar [} Change Password

Step 7 Details of person who sustained the incident.

> Select the person type. Your options are:
» Adjunct Staff

Contractor

JCU Staff

Patients

Postgraduate/Honours Student

YV V V VY

Undergraduate Student
Visitors/General Public
» Volunteers

> If you select JCU Staff you can search the database for that person by clicking on the
magnifying glass.

> If you select Adjunct Staff, Contractor, Patients, Postgraduate/Honours Students,
Undergraduate Student, Visitors/General Public or Volunteers you will need to complete as
much detail as possible. First Name and Surname are the minimum requirements.

Dejfls of person who sustained the incident

% TSR Sl - Please select a type of person —JRg & 1. Select the Person Type from
the dropdown box
Search the database for this person before entering details 2. For emplayees you may
I search and select the person
First Name: ’_] @ from the staff database.

Otherwise, enter the persons
details in the spaces provided.

Middle Name:

Surname:

Title:

Phone/Ext:

Email:

[
I
[
ID Number: I
I
[
[
I

Mobile:
Date of Birth: Date of Birth M

Gender: Male  Female

Home Address: |

Country: - Select a Country -
State: - Select a State —-
Post Code: Ii
Suburb: I

Home Phone: |

Fax: |

Step 8 Select Next at the top of the page and Page 3 will display.
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Information ! {5 Home [ ivTasks [F7 My Calendar [ Chnoe Password ' Feedback Jff Looout
) o 3 g 1 .

e © =@ 19 - Incident Report

Cancel Previoul Next T Help Page 2 of 5

Step 9 Did an injury/illness occur?

> Select ‘Yes’

Did an injuryfillness occur?

@. © No @ Yes o Was an injuryfillness sustained?

Step 10 You will need to review each of the remaining questions on Page 3. If you answer ‘Yes’ to
any of these questions, the relevant description box will open and you will need to provide details.

Did th ity vou were doing at the time require training/certification?

' No © Yes @ Unknown Q If the incident occurred whilst a

taskfactivity was being D —
performed, select whether

training/cerification was

required for this task/activity.

[Vitness Details:

-

™ @ No ) Yes (¢} Check the tickbox and enter
b the names, addresses, phone
Witness Details (include name and phone number if known) B numbers and any other relevant
information for all witnesses. e
s

Was there any asset/property involved/damaged?

{!.2 @ Mo O Yes @

Description of damage:

( 3 Jbl IDI\"-I"-.'.I IH.NIT

Risk Management on the Cloud

% Feeapack o Looout

Q Wl =® P Incident Report

Cancel Previou Next 7t Help Page 3of 5

{3 Home [ MvTasks [F5 My Calendar [\ Change Password

Step 12 Incident Classification — The processes and the circumstances leading to the incident.

» You will now identify the most severe incident type. If more than one action or activity
occurred, please select the type that contributed the most to the incident.

» Next, you will identify the most significant cause. You will need to select the cause that was
most directly related to the incident.
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Incident Classification:

|dentify what occurred: The action or activity that
— contributed most to the Incident <
- Please select the most severe incident type — - Q9
What was the most significant cause: The object, substance or
8 circumstance that directly B ————
— Please select the most severe possible cause — - & caused the Incident

Step 13 Injury/lliness Classification:

> You will now identify the most severe injury type. If more than one injury was sustained,
please select the most severe injury type.

» Next, you will identify the part of the body that was most severely injured.

> Finally, you will select the side of the body most affected by the injury.

ﬂuryflllness Classification: \

Identify the type of injury or illness sustained (select the most severe): The maost serious injury
. sustained D —
— Please select the most severe injury — - O
What part of the body was/is most affected (select the most severe): The bodily location of the most
serious injury sustained
- Please select the most severely injured bodily part — - 9

If applicable what side of the body was affected? Select the side of the body

_ . _ S _ most affected
k () Not applicable ) Left 0 Right @ Both J

Step 14 Injury Details

> Provide details of the injury sustained. List all injuries where multiple injuries were
sustained. An example of this is, “l sustained cuts to my left leg and left arm. | sustained
bruising to the left side of my face.”

Injury Details:
Q(; Describe the injury in detail: Describe the actual injury
— sustained.
i.e. Laceration on my left index
finger. —
For multiple injuries list all
injuries sustained.

Step 15 Assign to

> If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assian to:

B vrssisipier S Pl o] (R

your line manager.

Step 16 Who was notified of this incident?

» If you have notified another staff member of this incident, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.
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» If you have notified a Contractor, Visitor or someone else, insert their first name and
surname.

ho was notified of this Incident?

h 1 Staff: Date: Time:
26/10/2012

If you have notifed anyone of

w 11 v 43 - this incident, enter their details
here. D —
ContractorVisitor/Other: Date: Time:
26/10/2012 v 1 v 43 -
Step 17 Attachment
Attachment
/@ [ Click to add an attachment ] —
Attachment Type ‘ Document Description | Date Uploaded | Uploaded By |

Step 18 Select Next at the top of the page and Page 5 will display.

. Feedback ﬂLuguut

Q@ ©|® |6 Incident Report

Cancel Previousf§l Hext ubrmiit.  Help Pagedois

3 Home [Mv Tasks [FH| My Calendar ) Change Password

Step 19 Was medical treatment given?

> This is a mandatory field. It is automatically set at a response of ‘No’. If you answer ‘Yes’ you
will need to advise what treatment was received and the details of that treatment.

» The question ‘Was an ambulance called?’ is part of this step. This is also automatically set at
‘No’. If an ambulance was called, please change the answer to ‘Yes'.

ﬁnent for injury/illness: \

& Was Medical treatment given? @ No  © Yes (€] If medical treatment was

(bt administered as a result of this
st Aid injury, select Yes and enter the
type and details of the
treatment provided.

—

—

Please provide details: Local First Aid: Provide details
including name of first aid
officer if applicable.

Medical Treatment: Include
all names and contact details.

v Doctor refers to the person that

provided initial treatment
a}e Was an Ambulance called?
@ Mo O Yes /

Step 20 Do you intend on seeking Medical treatment?

> If you are going to seek further medical treatment, please answer ‘Yes’.

Do you intend on seeking Medical treatment?

" Yes Please indicate whether you
i wish to seek medical treatment
for your injury.
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Step 21 Injury/illness resulted in:

» If your injury results in a Workers Compensation claim being submitted, please select ‘Lost
Time from Work — (one or more shifts lost)’. If no Workers Compensation Claim is being
submitted, please answer ‘No Lost Time From Work’

Injury/fillness resulted in:

.Q! @ No Lost Time From Work & No Lost Time From Work

Less than 1 whole shift
1 Lost Time From Work - (one or more shifts lost) weofliinga;ay‘\‘:s?e st or

Lost Time From Work

Either a complete working day D ——
or a shift was lost from work as

a result of the injury

Fatality

A fatality occurred as a result of

| ‘ the injury

Step 22 Select Next at the top of the page and Page 6 will display.

&Hume G‘MvTasks [ My Calendar 7 Change Password ' Feedback ﬂLugnut

= = ¥a =
@ 1o P 4 Incident Report
Cancel Previous Mext ©  Help Page 50l 5

Step 23 What immediate action, if any, has been taken?

What immediate action, if any, has been taken?

I’ - Describe immediate action

-

Step 24 Rate the consequence for this incident

Rate the consequence for this incident &

P Consequence —_—— Rate this incident by clicking
Prosecution of = the appropriate consequence.
Prosecution of PCBU or Note: Your Supervisor will
WHS - Compliance \Audit report finding officer. confirm this rating.
TBA TBA company /
& Liability or PIN regulato enaty. Enforceable
g e °| undertakings
or directions.
LY TLIES Severe injury or
WHS - People Mo medical First aid level regquiring da‘,_rs off o Death ur__luss
treatment treatment work or minor e et of facility
property damage | P OP g -
Insignificant Low High Extreme

Step 25 Select Next at the top of the page and Page 7 will display.

ffl\ Home D’ Iy Tasks [ My Calendar -'-'J Change Password ¥ Feedback ﬂLugcut

= = P oy %
@ @™ |9 Incident Report
Cancel Previousll Next i I Help Page 5of 5

Step 26 You are about to submit an incident
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» Click the submit button located on the toolbar.

EB‘HDme GMvTasks [F5 My Calendar "} Change Password % Feedback ﬂLugout

@ ® & 9| Incident Report

Cancel Previous Hext Submit Help

0 You are about to submit an Incident
N o ' To complete this pracess, please follow the instructions below

Person: Belinda Barkley
Assigned To: Margaret Cato-Smith

To submit your request, click the @ button {located on the toolbar).
To review your information click the '\l_-) button {located on the toolbar)

Step 27 Your Reference Information

Your Reference Information

Your information has been recorded successfully.

ez = Your Reference Mumber is 107

%% Home page
(=2 Print incident report

B Click here to enter another incident

Step 28 Log off RiskWare

vV ARE
@ i Home [ My Tasks [ My Calendar 7} Change Password ) Fecabadt offf Logout
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Hazard Reporting

Report a Hazard

Reporting a hazard for yourself
Step 1 Select Report an Incident/Hazard.

7N ™
( ‘ ] IDl\dth‘i “‘ﬁ,un'r
s =" Risk Management on the Cloud

fitHome [T My Tasks [F7 My Calendar [} Change Password T Feedbsck JJf] Logout
Welcome, Employee A

~=~ JAMES COOK
= UNIVERSITY

AUSTRALIA

Incident/Hazard Reporting

FAQ |
= If you require assistance Report an IncidentHazard View and manage View and manage WHS Risk
Incidents/Hazards Assessments

please click on “Contact Us”

——

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select Report a - hazard.

» This will open up Page 1 of the Hazard Notification. You will need to complete each section.

» All sections with & are mandatory fields and must be completed.

| would like to repart:

B Report a - hazard.

. Report an - incident, near miss or injury.
| Ab p : jury

Step 3 Who noticed this hazard?

> Select ‘Me’
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Who noticed this hazard?

=) Another Person & Select who noticed this hazard.

Step 4 When was this hazard noticed?

» This section requests the date and time that you noticed the hazard.

When was this hazard noticed?

$ Date: 26/10/2012 Sall+] Time: 13~ 14~ [] Enter the date and time the
) hazard was first noticed.

—

Step 5 Where is the hazard located?

» Ensure you advise whether the hazard is located “On Campus” or “Off Campus”.
0 ‘On Campus’ is all buildings, roads, paths, sporting facilities, etc. within the campus.
0 ‘Off Campus’ is all other areas outside the campus grounds.
» You will need to complete each question within this section.
0 Toinput your location for ‘On Campus’ Incidents, select the magnifying glass and
enter the location name or select the location from the dropdown/text box.

Where is the Hazard located?

@. The Hazard is located: @ On Campus ©) Off Campus \

Select Location: A o —
Location — Select Location Category — - & 4
Category: Location Details. For example,
Location Details: ctar park, factory, boardroom,
etc
w e

Step 6 Describe the Hazard.

» Give a description of the circumstance that has the potential to cause harm, injury or
damage.
> Provide details about equipment, tasks and people involved, etc.

Describe the Hazard:

' F ? -~ O \ Describe the circumstance that
~ has the potential to cause

harm, injury or damage.

Enter details such as

equipment, tasks, people
involved, etc.

—

q 2=

Step 7 Select Next at the top of the page and Page 2 will display.
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Risk Management on the Cloud

Information |

‘ e ® & P o

_Cancel _Previo Hext M0 Help

' Feedback 43 Logout

Hazard Report

Page1of 3

{3Heme ¥ My Tasks [F5 My Calendar ) Change Password

Step 8 Hazard Severity

Hazard Severity:

ﬂ [T] I believe this Hazard has the potential to cause death or serious injury

| recommend that this Hazard be rectified within

- Select a Time Category —

Tick the box if you believe this
Hazard has the potential to
cause death or serious injury.

—

Step 9 Does the hazard have the potential to damage the environment?

» This field is automatically set at ‘No’. If you answer ‘Yes’ to this question, you will need to

identify the possible environmental impact.

Does the hazard have the potential to damage the environment?

Q ©® No O Yes

Identify the possible environmental impact of this hazard

- Select an environmental impact —

Step 10 Hazard Classification

» This section has two parts and both are mandatory.

> First, you will need to select the most serious possible result that the hazard could cause;

and

» Finally, you will need to select the most likely cause of this hazard. For this answer, if you
feel multiple items apply to the cause of this hazard, please select the item you feel is the

most severe.

Hazard Classification:

s Select what could occur as a result of this Hazard:

— Select the most serious possible result —

What do you believe is the likely cause of this Hazard?

- Select the most likely cause —

Step 11 Assign to

Classify this Hazard by
selecting the most appropriate
item from the dropdown boxes.
If multiple items apply. select
the most severe.

—

» If your manager/supervisor is incorrect, click on the magnifying glass and search for the

correct person. You can search by first name, surname, title or location.

Assign to:

$ Manager/Supenisor:  Supenisor A

£ @

Step 12 Who was notified of this hazard?

Last Updated 23 November 2012

Select the most appropriate

person for the management of —

this hazard. Typically, this will
be your line manager.
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> If you have notified another staff member of this hazard, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.

» If you have notified a Contractor, Visitor or someone else of this hazard, insert their first
name and surname.

Who was notified of this Hazard?

'h' Staff: Date: Time: If you have notifed anyone else
A 26/10/2012 T 13 » 14 - of this hazard, enter their details
here. B —
Contractor/Visitor/Other: Date: Time:

26/10/2012 ¥ 13~ -4~

Step 14 Select Next at the top of the page and Page 3 will display.

™
] Ibl\rlnl Ir.lnl'r

Risk Management on the Cloud

i Home [} My Tasks (57 My Calendar [ Chanoe Password 1. Feedback  dff] Logout

. p i
@ ©| & v Hazard Report
Cancel Previou: Next ¢ Help Page 20of 3

Step 15 What have you done to remove the Hazard?

» If you have already completed some actions to reduce or eliminate the hazard, please
include this information here, otherwise leave blank.

What have you done to remove the Hazard?

'I % - ‘ Where possible you should

reduce or eliminate the Hazard
to minimise the risk to people.
List the actions you have done
to achieve this.

Otherwise, leave blank.

\ 2

Step 16 What additional actions do you think are required to remove the Hazard?
» This is where you can provide your suggestions for reducing or eliminating the hazard.

What additional actions do you think are required to remove the Hazard?

(? - ‘ List any suggestions you may

-~ have for reducing or eliminating
the Hazard e.g. re-design
mechanical devices,
procedures, training,
maintenance wark,
documentation, etc.

—

K - ¥

Step 17 Add an attachment

» You can add any supporting documentation to this hazard notification here. Any files that
you add must be located on your computer, server or a USB.
» Allfiles have a size limit restriction of 4MB.
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Attachment

/ﬁ [ Click to add an attachment ] —

Document Description | Date Uploaded | Uploaded By

Attachment Type |

Step 18 Select Next at the top of the page and Page 4 will display.

( MJ‘: ISIK

J Home [ My Tasks [ My Calendar |\ Change Password ' Feedback 4] Logout

= = iy
@ ® ® 10 Hazard Report
Cancel Previoflg  Next Help Page 3 of 3

Step 19 You are about to submit a Hazard.

» Click the submit button located on the toolbar.

i Home [ My Tasks [F My Calendar 4 Chanae Password %) Feedback o] Loaout

@ © & 9 | Hazard Report
Cancel Previous Hexi Submit Help

You are about to submit a Hazard
N /' To complete this process, please follow the instructions below

Person: Employee A
Assigned To: Supervisor A

To submit your request, click the @ button (located on the toolbar)
To review your information click the @ button (located on the toolbar).

Step 20 Your Reference Information

Your Reference Information

Your information has been recorded suc ¥

~— " —  Your Reference Number s 110
———

%% Home page

& Print hazard report
B  Click here to enter another hazard

Step 21 Log off RiskWare

( g bl I.Dl\r-hﬁ'li iA.Nl'r - e
. vV ARE

Risk Management on the Cloud

@ i Home [ My Tasks [ My Calendar 7} Change Password ) Fecabadt offf Logout
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Reporting a hazard for someone else
Step 1 Select Report an Incident/Hazard.

Il ir’ﬁ_:

ET

ement on the Cloud
@Hurﬂe [j}’MxTasks [EEI My Calendar ) Chanoe Password % Feedback HLuggut

Welcome, Employee A

\Information

=== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

IFAQ |
» If you require assistance Report an IncidentHazard WView and manage View and manage WHS Risk

please click on “Contact Us® Incidents/Hazards Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select Report a - hazard.

» This will open up Page 1 of the Hazard Notification. You will need to complete each section.

» All sections with & are mandatory fields and must be completed.

| would like to report:

B Report a - hazard.

B Report an - incident, near miss or injury.

Step 3 Who noticed this hazard?

» Select ‘Another Person’.
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Who noticed this hazard?

3 © Me

[+] Select who noticed this hazard.

@ Another Person

Step4 When was this hazard noticed?

» This section requests the date and time that you noticed the hazard.

When was this hazard noticed?

% Date: 26/10/2012 ~ O Time: 13« 14~ [+] Enter the date and time the —

hazard was first noticed.

Step 5 Where is the hazard located?

> Ensure you advise whether the hazard is located “On Campus” or “Off Campus”.

0 ‘On Campus’is all buildings, roads, paths, sporting facilities, etc. within the campus.

0 ‘Off Campus’ is all other areas outside the campus grounds.
> You will need to complete each question within this section.
0 Toinput your location for ‘On Campus’ Incidents, select the magnifying glass and
enter the location name or select the location from the dropdown/text box.

Where is the Hazard located?

@. The Hazard is located: @ On Campus ©) Off Campus \

Select Location: J ) —
Lacation - Select Location Category - - @ B ———
Category: Location Details. For example,
Location Details- ctar park. factory, boardroom,
etc
P —

\_ Y

Step 6 Describe the Hazard.

> Give a description of the circumstance that has the potential to cause harm, injury or
damage.
» Provide details about equipment, tasks and people involved, etc.

Describe the Hazard:

' \' PR +] ‘ Describe the circumstance that
I

has the potential to cause
harm, injury or damage.
Enter details such as
equipment, tasks. people
involved, etc

—

\

Step 7 Select Next at the top of the page and Page 2 will display.

Last Updated 23 November 2012

44



~= JAMES COOK

= w RiskWare User Guide

[ ' ™
( - 9' !:I\Fln' 'A.NIT

Risk Management on the Cloud

. a A
!!nfurmaliun J3 Home [ My Tasks [ My Calendar (| Chanoe Password . Feedback < Logout
Q@ & & 1@ 3 Hazard Report
‘Cancel s 5 Next . Help Page 1of4

Step 8 Details of person who sustained the incident.

» Select the person type. Your options are:
» Adjunct Staff

Contractor

JCU Staff

Patients

Postgraduate/Honours Student

Undergraduate Student

YV VYV VY VYV

Visitors/General Public
» Volunteers

» If you select JCU Staff you can search the database for that person by clicking on the
magnifying glass.

» If you select a Contractor, Patients, Postgraduate/Honours Students, Undergraduate
Student, Visitors/General Public or Volunteers you will need to complete as much detail as
possible. First Name and Surname are the minimum requirements.

» If you select a Contractor, patients, Postgraduate/Honours Students, Undergraduate
Student, Visitors/General Public or Volunteers you will need to complete an extra step by
‘selecting the primary place of Work for this person’. This can be seen directly below ‘Details
of person who sustained the incident’.
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First Name:
Middle Name:
Surname:

ID Number:
Title:
Phone/Ext:
Email:
Mobile:

Date of Birth

Gender:

Home Address:

s of person who sustained the incident.

@ Person Type: - Please select a type of person -4

Search the database for this person before entering details

Date of Birth v

Male  Female

2l

1. Select the Person Type from
the dropdown box

2. For employees you may
search and select the person
from the staff database.
Otherwise, enter the persons
details in the spaces provided.

Country: — Select a Country -
State: - Select a State -
Post Code: [—
Suburb: |

Home Phone: |

Fax: |

Step 9 Select Next at the top of the page and Page 3 will appear.

( 9 riskcloud...

Risk Management on the Cloud

SOFTWARE
{irHome [ by Tasks 5 Mv Calendar (% Chane Password ' Feedback | Logout

Information | r o i
@ @ ¢ [ Hazard Report
Cancel Previou| ot Help Page 2 of 4

Step 10 Hazard Severity

Hazard Severity:

Tick the box if you believe this
Hazard has the potential to
cause death or serious injury.

m [C] I believe this Hazard has the potential to cause death or serious injury
| recommend that this Hazard be rectified within

- Select a Time Category — - ¢

Step 11 Does the hazard have the potential to damage the environment?

» This field is automatically set at ‘No’. If you answer ‘Yes’ to this question, you will need to
identify the possible environmental impact.

Does the hazard have the potential to damage the environment?

U ©® Mo O Yes

Identify the possible environmental impact of this hazard
- Select an environmental impact —

Step 12 Hazard Classification
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» This section has two parts and both are mandatory.

» First, you will need to select the most serious possible result that the hazard could cause;
and

> Finally, you will need to select the most likely cause of this hazard. For this answer, if you
feel multiple items apply to the cause of this hazard, please select the item you feel is the
most severe.

Hazard Classification:

s Select what could occur as a result of this Hazard: [+] Classify this Hazard by
= - - - selecting the most appropriate
Select the most serious possible result - e Ty
What do you believe is the likely cause of this Hazard? (€] If multiple items apply, select
the most severe.
- Select the most likely cause — -

Step 13 Assign to

> If your manager/supervisor is incorrect, click on the magnifying glass and search for the
correct person. You can search by first name, surname, title or location.

Assign to:
3 Manager/Supenisor  Supenisor A d & Select the most appropriate
person for the management of
this hazard. Typically, this will ¢

be your line manager.

Step 14 Who was notified of this hazard?

» If you have notified another staff member of this hazard, click on the magnifying glass and
search for the person. You can search by first name, surname, title or location.

» If you have notified a Contractor, Visitor or someone else of this hazard, insert their first
name and surname.

Who was notified of this Hazard?

% Staff: Date: Time: If you have notifed anyone else
A 26/10/2012 3 13 v - 14 = ﬁf;:s hazard, enter their details
Contractor/Visitor/Other: Date: Time:
26/10/2012 ¥ 13-4~ <

Step 15 Select Next at the top of the page and Page 4 will display.

clond”

ment on the Cl

KirHome [MyTasks [ My Calendar () Change Password |

C ®© ® @ Hazard Report

Cancel Previous Help Page 3 of 4

Feedback <4 Logout

Step 16 What have you done to remove the Hazard?

> If you have already completed some actions to reduce or eliminate the hazard, please
include this information here, otherwise leave blank.
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What have you done to remove the Hazard?

@ - \ Where possible you should

= reduce or eliminate the Hazard
to minimise the risk to people.
List the actions you have done
to achieve this.

QOtherwise, leave blank.

—

\_ _

Step 17 What additional actions do you think are required to remove the Hazard?

» This is where you can provide your suggestions for reducing or eliminating the hazard.

What additional actions do you think are required to remove the Hazard?

@ - \ List any suggestions you may
= have for reducing or eliminating
the Hazard e.g. re-design
mechanical devices,
procedures, training,
maintenance work,
documentation, etc.

—

\ -

Step 18 Add an attachment

» You can add any supporting documentation to this hazard notification here. Any files that
you add must be located on your computer, server or a USB.
» All files have a size limit restriction of 4MB.

Attachment

/ﬁ l [ Click to add an attachment ] l <

Attachment Type | Document Description |

Date Uploaded | Uploaded By ‘

Step 19 Select Next at the top of the page and Page 5 will display.

( J‘ i I.::I\r-ir‘l I‘-g.nl'r

Risk Management on the Cloud

| 3 Home [}’ My Tasks 7 My Calendar (7 Change Password &

@ @ v Hazard Report
Paged of 4

Cancel Previ Lt Help

Feadback <] Losout

(Information

Step 20 You are about to submit a Hazard.

» Click the submit button located on the toolbar.
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fiiHome [ My Tasks [ My Calendar 7% Chanae Password |t Feedback 4l L onout
@ © & 9 I Hazard Report
Cancel Previous Hext Submit Help

You are about to submit a Hazard
N /' To complete this process, please follow the instructions below

Person: Employee A
Assigned To: Supervisor A

To submit your request, click the @ button (located on the toolbar)
To review your information click the Lt) button (located on the toolbar).

Step 21 Your Reference Information

Your Reference Information

Your information has been recorded successfully.

— = Your Reference Number ig 110

- Home page
{2 Print hazard report

B Click here to enter another hazard

Step 22 Log off RiskWare

( Jbl I.:I\rlﬁi Irl.ul'r

Risk Management on the Cloud

@ ?-}Hume [?M):Tasks [EH My Calendar ) Change Password % Feedbad ﬂmo_ut
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My Incidents/Hazards

View and manage Incidents/Hazards.
Here you can:

View your reported Incidents and hazards
Edit your Incidents and Hazards

Print your reported Incidents and Hazards
Cancel a reported Incident or Hazard

YV V V VYV

View the action plan for your reported Incident or Hazard

Viewing your reported Incidents/Hazards
Step 1 Select My Incidents/Hazards

> All of your reported Incidents and Hazards will appear.

on
Information | ZiHome [CFMyTasks [ My Calendar 7} Change Password ¥ Fecdback 4] Logout
Welcome, Employee A

~=~ JAMES COOK
=~ UNIVERSITY

AUSTRALIA

FAQ I
= If you require assistance Report an IncidentHazard
please click on “Contact Us”

View and manage
Incidents/iHazards

View and manage WHS Risk
Assessments

p by, Copyright Disclaimer Privacy Contact Us About Us

Step 2 Navigating your Incidents/Hazards

» All of the Incidents and Hazards you have reported will be listed. You can choose whether 3,
5, 10 or 15 Incidents and Hazards show per page. If your Incidents/Hazards show over a
number of pages you can navigate using the ‘Prev’ and ‘Next’ buttons at the bottom of the
page. You can also opt to view ‘Open’, ‘Closed’ or ‘All’ of your reported Incidents and
Hazards.

» Print your Incidents or Hazards
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» Cancel an Incident or Hazard

> View details of an Incident or Hazard

Refresh to
show

{5 Home [} My Tasks 7 My Calendar () Change Password

My Incidents/Hazards

Feedback <] Losout

Back  Refresh
My Incidents/Hazards

Open _- Showme 3 ~ items per page
C

i gl @ Cancel
Navigate back AANE By A
tree root over path 7%
Date: 2510/2012
Type: Hazard
Status: New
Select which Printan c |
Incidents/Ha Incident or ancel a
zards you Hazard reported

108 Employee A Incident or

View all

want to view
Hazard

details of the
and how A magpie SwooP et & ST TEiE f
Date: 18/10§ Incident or between meetings on campus and causetw

Type: many you H d to the face. Minor first aid was required.
azar
Status: New want to
—— display on
each page i
101 Employee A
Electrical issues with power supply to computer. =
Date: 1911072012
Type: Hazard
Status: New
Previous Next Page i

Page \ /
rev| Ne

Editing your reported Incidents/Hazards
> You can make changes to the information you have reported in an Incident or Hazard.
> You can also add supporting documentation as it becomes available.

Step 1 Select My Incidents/Hazards
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All of your reported Incidents and Hazards will display.

3 Home [y Tasks [55 My Calendar ) Change Password T Fesdback < Logout

Welcome, Employee A

~== JAMES COOK
=~ UNIVERSITY

AUSTRALIA

FAQ |
= If you require assistance
please click on “Contact Us”

Repaort an IncidentHazard View and manage

View and manage WHS Risk
Incidents/iHazards

Assessments

Copyright Disclaimer Privacy Contact Us About Us

Step 2 Select ‘View Details’ for the Incident or Hazard you would like to edit.

Information fitHome [ My Tasks [5[My Calendar (3 Chanoe Password T/ Feedback §f] Lozout
- ;
E O My Incidents/Hazards
Back  Refresh

My Incidents/Hazards
_ - Showme 3 ~ items per page

110 Employee A

reeroot aver pah B
Date: 25/10/2012
Type: Hazard
Status: New

A magpie swooped a Staff member walking -
Date: 18/10/2012

between meetings on campus and caused an injury
Type: to the face. Minor first aid was required.
Status: New

108 Employee A

101 Employee A

Electrical issues with power supply to computer. -
Date: 19/10/2012
Type: Hazard
Status: New
Prev Next
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Step 3 Select ‘Edit’ at the top of the page and the Incident or Hazard will open.

» To edit information, navigate through the form the same way you did when you reported
the Incident/Hazard.

i tome [ Mv Tasks [f5]My Calendar (7 Chanoe Password 'L Feedback dJff Losout

o Hazard Details

Step 4 Navigate through the form the same way you did when you reported the Incident/Hazard.

» The format of the form is the same as when you reported the Incident/Hazard.
» Add, edit or delete information and navigate to the end of the form.

firHome [*My Tasks [F My Calendar (% Change Password

H o Hazard Report

Help Page1of3
1

Feedback ] Losout

SO FT WARE

fiiHome [7MyTasks [ My Calendar [ Change Password = Feedback dlf] Loout
= o oy
@ @ H ke Hazard Report
Cancel Previous  II- swve  felp
Save?

Hazard 113 will be saved.

— == Tosaw your request, click the H button {located on the toolbar).

—
11 | To review your information click the ':-/l button {located on the toolbar).

Step 6 Select ‘Click here to return’ to view the updated information you have just entered.

( '_}bn:l\"lﬁ' [ VS

Risk Management on the Cloud

{5 Home [ My Tasks [ My Calendar ) Chanoe Password ) Feedback dff] Loaout

v Hazard Report

Help

Your information has been recorded successfully.

- = BB Click here to return

( : _}‘I I."_'}I\“'—I‘-.\'I 'rI.Nl‘r

Risk Management on the Cloud

E = /7 £ 2 Hazard D&
Back Print Edit Attach Help
Details |  ActionPlan |

Details ‘ ‘

Reference Number: 113
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Print one of your reported Incidents/Hazards
Step 1 Select My Incidents/Hazards

» All of your reported Incidents and Hazards will display.

Information | i Home [7MyTasks [ by Calendar (- Change Password . Feedback off] Losout

Welcome, Employee A

~== JAMES COOK
= UNIVERSITY

AUSTRALIA

FAQ |
= If you require assistance Report an IncidentHazard
please click on “Contact Us™

View and manage
IncidentsiHazards

View and manage WHS Risk
Assessments

Copyright Disclaimer Privacy Contact Us Abeut Us

Step 2 Select ‘Print’ to print an Incident or Hazard.

EyHome [SFMvTasks 5 My Calendsr () Chane Password 1

Feedback < Logout

E & My Incidents/Hazards

Back  Refresh

My Incidents/Hazards
_ _ Showme 3 ~ items per page

120 Employee A

-

tesions

Date: 30/10/2012
Type: MNear Miss
Status: MNew

Step 3 Log off RiskWare

™ =
) = Risk gamens on the Cloud 5 T A
Ty Home [7MyTasks [ My Calendar () Change Password 7 out
2 My Incidents/Ha2esela
Back  Refresh
T —

Cancel one of your reported Incidents/Hazards
Step 1 Select My Incidents/Hazards
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» All of your reported Incidents and Hazards will display.

] A R S W
\ Welcome, Employee A
= UNIVERSITY
AUSTRALIA

CE—

~If you require assistance Risk
g 7 IncidentsHazards Assessments

Copyright Disclaimer_Privacy Contact Us About Us

Step 2 Select from Open, Close and All

foptome [ My Tasks 7 My Calendar [} Change Password 1 Feedback JJf| Locout

E g My Incidents/Hazards
Back Refresh
Wy Incidents/Hazards
[Open ) RSN NN 5o e 5~ vora e
120 Employee A & Print]

s
Date: 30/10/2012
Type: Near Miss
Status: New

Step 3 Use scroll to select the Incident or Hazard to be cancelled

Step 4 Select Cancel

[cancel #120 x|
e
H LY
Save Help

To Cancel enter your reason(s) for Cancelling and click the Save button. To
abort this operation close this window (red cross top right).

Step5 Select Save

Step 7 Log off RiskWare
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—

<&

™
.:ﬂ\‘ﬁh‘ﬁl lr'.Nn'r

tisk Management on the Cloud AR E
FirHome [57MvTasks [ My Calendar /) Change Password 1 Feedback JUAf
B o My Incidents/HaZaLd
Back  Refresh
T e e —
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