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INCIDENT INVESTIGATION WITHIN QUICKSAFE GUIDE

[bookmark: _GoBack]Scope: To document the contributing factors, root cause and controls for an incident or near miss within the VU Incident reporting system

Steps:
1. Once the report has been reviewed and processed ( no longer in Pending).
Access the report using the Incident number and filter within the Incidents/ Incidents lists drop down box.

Click on the Investigation tab
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2. The investigation status allows you to assign a person to do an investigation and email them the request.
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Change button:
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If you click OK then the system asks to confirm that notification email is required.
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At this point you should not approve as the second section has not been completed.
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3. The investigation details section has free text for the contributing factors and root cause discovered as part of the investigation.
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Circumstances
This is an explanation of the lead up to the event. Who did what? What equipment was involved? Was something in the environment a factor.

At risk behaviors
This can be someone not doing something or doing something incorrectly. It may not be their fault i.e did not know the procedure, had not been trained or a third party involved.

Unsafe conditions
This can be either with the equipment being used or the location the incident occurred.

Root cause analysis
There is usually more that one root cause. Look at which of the causes you can take action to correct.

Create task
If you tick here it will automatically go to the section to set the task. If you do not tick you can do the task later.

Example filled in
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The task section can be done at this point or via the Activity in the menu bar.
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Once this is completed you can then approve
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Incident number:  562373JA2014 There are no alerts for this incident

Date of incident:  01/02/2014 12:00am

Incident type:  Cut/laceration

Incident classification: LTI - Lost time injury

Incident priority rating:  Category 3 - Medium risk

Incident reported to:  CAROL GURNEY

Date reported:  04/02/2014 12:00am

Incident a result of:  Equipment and Plant

Work status:  While working at the usual workplace

Restricted incident?  No

Description:  This incident was reported in order to enable an investigation to be instigated for
training purposes only.

Division:  Victoria University

Exact location:  Footscray park, Workshop

Emergency report details @ ¥
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Incident #562373JA2014: Cut/laceration
Details ‘ © Witnesses ‘ © Contributing factors ‘ Files ‘ [ ‘ AP Aciviy ‘
Investigation status Approve
Investigation required:  Yes Change Netify
Investigation initiated:  01/02/2019 by Carol Gurney
Investigation assigned to:  There are no users assigned to the investigation.
Investigation status: o investigators have approved the investigation.
Investigation action completed:  No
*1 reviews are required to complete this investigation
Investigation details
Circumstances:  Not set
Atrisk behaviours:  Not set
Unsafe conditions:  Not set
Root cause analysis:  Not set
Task/s:
. Powered by
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urney (Vi ity) (Logouy) - Copyria} P 5 Vicwria eliumine
[itps/vicuni lumina.comau/m=incident/investigation/detailsBincidentiD=3623T3 ®100% -

Pagelofl Slwords [F El b+





image3.png
< hitps://vicuni elumina.com.au

< Elumina - Quid

Investigation of incident required

Is an investigation required for this incident: ( Date due

Assioned to:|ANNE WESB (004657045 & WELLEEING CONSULTANP) [rrmary ][] [

The user(s) assigned the investigation
Reporter: CAROL GURNEY

Copy to (optional):  ANNE FISK (07531 0HS &amp; WELLBEING PARTNER), Employ rk email)
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Investigation of incident required

Recipients: ] Reporter: CAROL GURNEY

Copy to (optional):

Message:  [an investigation for the below incident has been determined as
required
Incident number: 562373JA2014
Date of incident: 01/02/2014 12:00am
Incident type: Cut/laceration
Date reported: 04/02/2014 12:00am
[Work status: While working at the usual workplace
(Classification: LTI - Lost time injury
[Description: This incident was reported in order to enable an
jinvestigation to be instigated for training purposes only.
Division: Victoria University
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Approve investigation

Are you sure you wish to approve the investigation for this incident?

Investigation details are as follows:
Circumstances:
A risk behaviours:

Unsafe conditions:

Root cause analysis:

152 PM

w2




image6.png
nvestigation details

Circumstances:

A risk behaviours:

Unsafe conditions:

Root cause analysis:
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Edit investigation details

Circumstances:  [A student who was using a chisel during a class on furniture
building sustained a cut to the palm requiring medical treatment
land stitches. Unable to continue class.

At risk behaviours:  [The student was not wearing gloves during the task.

Unsafe conditions:  (The student was working | a cramped location with many other
students and equipment in the area. Another student went to
lpass by and bumped into the student using the chisel which
fthen slipped. The workstations are too close together with no
|designated walkway between.

Root cause analysis:  [1) Student not wearing PPE required.
12) Supervision of student failed to note lack of PPE.
2) Workstations too close together.
14) No defined walkways.

Create task:

oo Your hard drive space islow
e
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Add incident task

Description:

Date due: ]

Task requirements:

[ Add another task after this

Task allocated to:
Respond to (name of person).
Copy to (optional)
Escalation email
o the

Attachments

oo Your hard drive space islow
e
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Investigation status.
Investigation required:  Yes, due by 08/02/2019

Investigation initiated:  01/02/2019 by Carol Gurney
Investigation assigned to:  JANINE WEB - Primary assigned investigator
Investigation status:

No investigators have approved the investigation.

Investigation action completed:  No

* 1 reviews are required to complete this investigation.

Investigation details

@

A student who was using a chisel during a class on furniture building sustained a cut to the palm requiring medical
treatment and stitches. Unable to continue class.

Circumstances:

At risk behaviours:  The student was not wearing gloves during the task.

Unsafe conditions:  The student was working |  cramped location with many other students and equipment in the area. Another student
went to pass by and bumped into the student using the chisel which then slipped. The workstations are too close
together with no designated walkway between

Root cause analysis: 1) Student not wearing PPE required.
2) Supervision of student failed to note lack of PPE.
3) Workstations too close together.
4) No defined walkways
Task/s:
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Investigation status.

Investigation required

Investigation initiated:

Investigation assigned to

Investigation status:

Investigation action completed:

Yes, due by 08/02/2019 Notify
01/02/2019 by Carol Gurney

JANINE WEBE - Primary assigned investigator

¥/ Carol Gurney (2pproved 01/02/2019)

Yes completed on 01/02/2019

* 1 reviews are required to complete this investigation.

Investigation details

Circumstances:

At risk behaviours:

Unsafe conditions:

Root cause analysis:

Task/s:

@

A student who was using a chisel during a class on furniture building sustained a cut to the palm requiring medical
treatment and stitches. Unable to continue class.

‘The student was not wearing gloves during the task.

‘The student was working | a cramped location with many other students and equipment in the area. Another student
went to pass by and bumped into the student using the chisel which then slipped. The workstations are too close
together with no designated walkway between

1) Student not wearing PPE required.
2) Supervision of student failed to note lack of PPE.
3) Workstations too close together.

4) No defined walkways
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