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ADVICE SHEET 5

REPORTING SAFETY

WHY DO YOU NEED SAFETY REPORTING PROCEDURES?

...because they help you identify health and safety problems, and find and implement solutions.

A simple reporting procedure will help you obtain important information about health and safety issues in the
workplace, identify problems when they arise, and address them.

Safety reporting procedures make it simpler for you and your workers to manage safety issues and prevent
recurrences of incidents and injuries. These procedures may also identify safety issues that were previously
unnoticed, and will guide you in developing new safe work procedures and improving existing ones. When linked
with an incident investigation process, they help you understand why incidents occurred, assist you to make
decisions and set priorities, and allow you to analyse trends in safety issues.

WHERE YOU
TICKED IN THE
RED ZONE...

Involve your workers in
developing a safety reporting
process




Record safety reports

Encourage worker

participation

Use your safety reports

Report certain accidents,

injuries and illnesses




WHERE YOU
TICKED IN
THE ORANGE
ZONE...

Check workers
understanding of the

processes.

Review and update

responsibilities periodically

Review safe work procedures

WHERE YOU
TICKED IN THE
GREEN ZONE...

Look for continuous

improvement opportunities




EXAMPLE HAZARD/INCIDENT REPORT FORM

1. Who reported the problem?

Time: Date:

2. What is the problem?

3. What has been done to rectify the problem?

Time: Date:

4. What further action needs to be taken? (e.g. review of safe work procedures, training)

5. Outline corrective action taken

Time: Date:

6. Has the problem been fixed? If not, what further action will be taken?

Signed: Dated: / /

DISCLAIMER:

The materials presented in this publication are distributed by the Queensland Government as an information source only.

The information and data in this publication are subject to change without notice. The Queensland Government makes no statements, representations, or warranties about
the accuracy or completeness of, and you should not rely on, any information contained in this publication. This document is guidance material only and must be read in
conjunction with the Workplace Health and Safety Act 1995, relevant Regulation and Codes of Practice.

The Queensland Government disclaims all responsibility and all liability (including without limitation liability in negligence) for all expenses, losses, damages and costs you
might incur as a result of the information being inaccurate or incomplete in any way, and for any reason.
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