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Assign Investigator

“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 
register” 

Assigning an investigator is done within an 
event. An event is accessed via the Events 
register; this is found under Risk in the menu 
bar.

Events Register

'Events Register'
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Locate the required event either via the filter 
and register functionalities or by searching 
directly for the event ID.

Locate Event
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Edit the event to action the required changes.

Initiating the edit -either by:

Clicking the Event ID to view the record, then 
click Actions and ‘Edit’.

Edit Event

'Event I.D.'
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Edit the event to action the required changes.

OR

Clicking Actions then Edit

Edit Event cont.

'Event I.D.'
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Click the ‘Standard Investigation’ tab.

Standard Investigation
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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 required it is 
still best practice to update the ‘Findings’ 
field with the reasoning why no investigator 
is required.

Standard Investigation Section
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Then scroll to the bottom of the tab.

If actioning this in a Pending Event:

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

‘Save to Events’ will save the entered details 
and save the event into an Active Event.

Update/Save
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If actioning this in an Active Event:

‘Save’ will save the entered details.

Update/Save cont.
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Within the Standard Investigation section:

if an investigator is required:

Select the required worker from the 
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.

Investigator
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(Depending on system settings)

The Email investigator checkbox may default 
as ticked, this ensures that when these 
changes are saved the investigator will be 
advised via email that they have been 
assigned to the event.

Email Investigator
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Stipulate the required Status from the 
dropdown.

Status
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Select the Date Assigned , either by 
entering the date directly or by selecting
from the calendar.

Then repeat this in order to stipulate what 
the Date Due is for the completion on the 
investigation.

Assigned/Due Dates
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Then scroll to the bottom of the tab.

If actioning this in a Pending Event:

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

‘Save to Events’ will save the entered details 
and save the event into an Active Event.

Update/Save
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If actioning this in an Active Event:

‘Save’ will save the entered details.

Update/Save cont.
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