
Responsibilities

Person involved in 
incident/accident
(worker, student, visitor)

…………………………………….

Manager/Supervisor

…………………………………...

WHS Unit

……………………………………

Manager/Supervisor

Incident/accident 
occurs

Take immediate action (first aid, 
ambulance, clean up spill, etc) as required

Supervisor/manager 
receives automatic email 

from FlinSafe advising 
them of the incident/

accident and asking that 
they take action

Initial investigation
Manager/Supervisor investigates the 
incident/accident in consultation with 
relevant  workers, health and safety 
representatives (if agreed by the involved 
person), and  the WHS Unit:

Assess the risk
Determine corrective actions
Prioritise/implement corrective actions 
to remove/minimise risks

Document required corrective actions in 
FlinSafe

Report/Notify

Notify immediate 
supervisor/manager
as soon as possible

Report incident/
accident online in 
FlinSafe within 24 hours

Hierarchy of controls must 
be used in priority order:
1 Eliminate hazard
2 Substitute the hazard with 
something safer
3 Isolate the hazard
4 Engineering controls
5 Administrative controls
6 Personal protective 
equipment

Implement agreed corrective 
action(s)

Risk controlled

Identify alternative 
corrective action(s)

Review  effectiveness of 
corrective actions

Yes

Yes

No

Secondary investigation
WHS Advisor/Officer undertakes 
secondary investigation and documents 
any further corrective action(s)

Flinders University

Corrective action(s) 
effective

Risk controlled and 
incident/accident ready 

for sign-off


