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Events Regster
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“ A standard Investigation provides the
opportunity to investigate the causes and
outcomes of any event, then asses what
corrective actions can be implemented to
prevent a recurrence and ultimately whether
there is any impact on the company Hazard
regster”

Assets

Assigning an investicator is done within an
event. An event is acoessed via the Events
regster; thisis found under Risk in the menu
bar.

‘Events Register’
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Locate BEvent

Events
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and regster functionalities or by searching
directly for the event ID.
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Assign Investigator
Edit BEvent
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Edit the event to action the required changes.
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Initiating the edit - either by

Clicking the Event ID to view the record, then
click Actions and "Edit’.
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Edit BEvent cont.
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2, Site Selection

Events

Dashboard

Govemance ® Q w7 o Add

Risk D Case#  Subject Date  a EventType ~ Category ~ PersonType ~ Name site status

Events
Being hit by moving abjects (05) 21022018 15] Inury Contusion~ Third Party LeeBrammeld  Sycney Warehouse | el ] Actons ~

Event Register Reviews

Emergency .
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Print
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Compiiance

Edit the event to action the required changes. [l
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Event Type

Clicking Actions then Edit

Show| 15 v  entries

None Selected ~

Clear

‘Event ID.
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Site Selection
Dashboard 8
Govemance
Risk

Events

Event Register Reviey
Emergency

Formal Investigation
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Assets
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Click the 'Standard Investiggtion' tab -

sign Investigator
Standard Investigation

Events / Edit Event - 10778

ents Details  Inju

injury

© Type of Event

Type of Event

© Reporter / Person Involved

Person Reporting

Reporter Name

Person Involved

Person Involved Name

Supervisor

sensitive Event

© Location & Subject

Accountable Site * @

Department

Location

GPS Location

Event Date

Event Time

Person Started Work at

Subject

Cost  Standard

Injury
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Incident

Near Miss

Event happened o

estigation
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Report Req
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Files
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If: No investigator required




Assign Investigator
Standard Investigation Section

Within the Standard Investigation section:

If an Investigator is NOT required, click the
check box.

All but the ‘Findings' field will be greyed out.

Even if an investigator is NOT requiredit is
still best practice to update the ‘Findings
field with the reasoning why no investigator
IS required
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Then scroll to the bottom of the tab.
If actioningthisin a Pending Event:

‘Update Pendingevent” will save the entered
details and leave the event in a Pending
status.

‘SAve to BEvents will save the entered details
and save the event into an Active Bvent.
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Update/Save

© Actual E O
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Update Pending Even't p—
Saves all entered details
1 and leaves the event as
‘Pending’
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Saves all entered details
and saves the event as
‘Active’
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sign Investigator
Update/Save cont.

show 10 v

© Actual Event Outcome

Probability

Consequence

Risk Description
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Possibie [ s ] Hoderate oHoderate [ esouem
If actioningthisin an Active Event:

Almost Certain 8-Moderate

Save
Saves all entered details. i
‘Save' will save the entered details. = ,
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If: Investigator required




Within the Standard Investigation section:
if an investigator is required

Select the required worker fromthe
Investigator field, smart search will make this

easy.

As the information icon advises ONLY a
person designated as an investigator in their
employee record will show in this search.

Unless the event is marked as a sensitive
event in which case only workers designated
as ‘Sensitive Users' will display.

Note:
To allow Investigators or Sensitive users
to be selected from across all sites
ensure these ‘Global’ features are
configured within Settings > Options and
Preferences > '‘Global
Investigators'/'Global Sensitive Users.
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Assign Investigator
Email Investicgator

(Depending on system settings)
Email Investigator

The Email investigator chedkbox may default [l This functionality is

as ticked, this ensures that when these configured within "Settings
changes are saved the investigator will be > Options and Preferences”
advised via email that they have been
assigned to the event.

~ Witness Name Notes. Attached File

v Gow Factor Underlying Cause
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Dashboard
& Govemance
¥ Risk

Events

Event Register Reviews

Mutiple Ris
Risk Assessment

Risk Register Re

Compliance
Assets

People

Stipulate the required Status fromthe
dropdown.
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Status

Edit Event - 10778

Ijury Details  Injury Management

© standard Investigation

Investigation not required

Investigator * @

Status

Date Assigned

Date Due

Completion Date

Findings ©

© View Witness Statements

Q
Witness Type
Show v

© causal Analysis

e

Classification

© Corrective Actions

Cost

Report Re

rement  Reviews
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Actions ~

Witness Name

Group

Factor

Notes.

Underlying Cause

Attached File




Assigned/Due Dates

Edit Event - 10778

Events Details Injury Details
© Standard Investigation

Investigation not required

Select the Date Assigned, either by investigator* ©
entering the date directly or by selecting
from the calendar.

Date Assigned

Date Due

Then repeat thisin order to stipulate what
the Date Due is for the completion on the
investication.

Completion Date

Findings @
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Then scroll to the bottom of the tab.
If actioningthisin a Pending Event:

‘Update Pendingevent” will save the entered

details and leave the the event in a Pending
status.
Investigator Assignment
Email
Update pending event:
email sent to investigator.

‘SAve to BEvents will save the entered details
and save the event into an Active Bvent.

Investigator Assignment
Email
Save to events: email
sent to investigator.
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Update/Save
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sign Investigator
Update/Save cont.

show 10 v

© Actual Event Outcome

Probability

Consequence

Risk Description
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If actioningthisin an Active Event:

Almost Certain 8-Moderate

Save
Saves all entered details. i
‘Save' will save the entered details. = ,
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Saved
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& Govemance e Q1 o Add

b Risk 8 D v Case# Subject Date Event Type Category Person Type Name site Status

ehouse Not Started Actions +
Third Party Mary Lamb New Forest Not Started Actions v

Events

21/0212018  [S] Injury Contusion Third Party Lee Bramr

Sydn

Being hit by moving

Event Register Reviews

Being hit by moving o 09/0212018  Near Miss

Emergency

Formal Investigation
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Being hit by moving objects (05) 09/02/2018  Near Miss Third Party Mary Lamb New Forest Not Started Actions ~
JSATSWMS
t sk Asses: it Active In
- Multiple Risk Assessment BEi ) Being hit by moving o 00/0272018  Near Third Party Mary Lamb New Forest Not Started Actions ~

Active N

Risk Assessment

Rick Register Revi Avalanche 091022018 Incident Environment  Third Party Mary Lamb Melbourne Not Started Actions +

Sensitve
v ( = e
S Complance = 0773 pvi 00/0212018  Incident Environment  Third Party Mary Lamb Melbourne Not Started Ao

Event
[ Assets a8
None Selected ~ 0772 Avalanche 09/02/2018 Incident Environment  Third Party Mary Lamb Melbourne Not Started Actions ~
48 People ]
sty Avalanche 09/02/2018  Incident Environment  Third Party Mary Lamb Melbourne Not Started Actions ~
All selected (3) ~
0770 Falls on the same level (including trips and slips) (02) 03/11/2017  Near Miss Other Worker Jack Brazier Melbourne Actions ~
Event Type
Al selected (4) ~ Outdoor environment 1111012017 Incident spill Worker Rebecca Corson  Melbourne m Actions ~
Search 0768 Powered equipment, tools and appliances 03102017 Near Miss Other Worker Kyle Perry Melbourne Actions ~
Foreign Body 29/09/2017 Injury Foreign body Jethan Abuzar Geelong Completed Actions ~
Show| 15 v | entries
Other muscular stress (10 11072017 Injury Strain Worker y Earl Ballarat Completed Actions ~
Other muscular stress (10 250012017 Injury Strain Worker Mickey Earl Ballarat Actions ~
Being hit by moving objects (05) 210972017 Incident Damage Worker Lee Jenkins Geelong Actions ~
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