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1. Introduction 
SafetyNet is the online system for recording hazard/incidents reports, safe work 
procedures and risk assessments at the University of Wollongong. This guide 
assists users in completing the online forms.  

1.1 ACCESSING SAFETYNET 
SafetyNet can be accessed via the “Quick Links” tab from the UOW Safe@Work 
internet page. This link will take users to a web page containing a link directly to 
SafetyNet as well as information on the system. 

Any user logged into a UOW computer will be granted Single Sign On access to 
SafetyNet and will not require a username or password.  

 
  

https://www.uow.edu.au/about/services/safe-at-work/
https://www.uow.edu.au/about/services/safe-at-work/
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2. SafetyNet Navigation  
 

2.1 DASHBOARD  

 

Incidents  
The Incident/Hazard form allows you to record any incidents and hazards. See 
Section 3 Incident/Hazard Report Form for more information.  
 
Audits (Checklists)  
The Audits form allows you to record the outcomes of workplace inspections. See 
Audits SafetyNet User Guide for more information.  
 
Risks  
This form records risk assessments including the hazards, the risk level and 
controls to make it safe. See Risk Assessment SafetyNet User Guide for more 
information.   
 
Safe Work Procedures  
This form records the job steps of an activity and any hazards and controls to 
ensure the task is performed in a safe way. See Safe Work Procedure SafetyNet 
User Guide for more information.   
 
Action Search  
This search channel allows you to search for any corrective actions set within an 
Incident/Hazard Report, Audit/Checklist, Risk Assessment, Safe Work Procedure 
or an Investigation Report. 
 
Record Number  
This allows you to search for a report directly using the reference number.  
 

2.2 MY ACTIONS 
This heading confirms that users are viewing their personal work list and displays 
a list of tasks that are specifically assigned to the user.  
 
Users can search for specific tasks through record type, action type or priority.  

Reference Number  
This is the number assigned to the document once created and can be used to 
search for reports.  

Type 
This is the type of report being produced. 

Description 
This gives you a brief description of what the report is about. 

Action Required 
This field explains what action is required from you to process the report.  

https://url.au.m.mimecastprotect.com/s/8qP6C5QPyyHZ0j4PVuOhlCkdqke?domain=documents.uow.edu.au
https://url.au.m.mimecastprotect.com/s/vyt8C6XQ88iroO86nhmiWC5Tdwc?domain=documents.uow.edu.au
https://url.au.m.mimecastprotect.com/s/vyt8C6XQ88iroO86nhmiWC5Tdwc?domain=documents.uow.edu.au
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Target Date 
This is the target date at which you should aim to complete your actions by.  

Priority 
This is the rating that the user has assigned to the corrective action based on 
their assessment of the hazard.  

Status 
This is the status of the report, including days overdue for action.  

2.3 MY RECORDS 
This heading confirms that users are viewing their list of records that are 
associated with them, either as a developer, approver, or person responsible for a 
corrective action.  
 
Users can search for specific records by record type. 
  
Reference Number   
This is the number assigned to the document once created and can be used to 
search for reports.   
 
Type  
This is the type of report being produced.  
 
Short Description  
This gives you a brief description of what the report is about.  
 
Status  
This is the status of the report.  
 
Status Date  
This is the date the report status was last updated.  
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3. Incident/Hazard Report Form 
 

3.1 INCIDENT/HAZARD REPORT NAVIGATION  
Hazard and Incident Reporting (HIR) is an essential component in the 
management of Workplace Health and Safety (WHS). The reporting of hazards 
and incidents assists with the achievement of a healthy and safe work 
environment by ensuring that all identified hazards can be brought to the 
attention of personnel who can eliminate or minimise any health and safety risks 
to an acceptable level. More information on reporting incidents and hazards can 
be found in the Incident Management and Reporting Guidelines.  
 

Incident and Hazard Numbering  

A unique number for each Incident/Hazard will be assigned in the following 
format: HIR-YY-NNNN: 

• YY is the last two numbers for the Calendar Year of the current System 
Date  

• NNNN is a sequence number for each Incident/Hazard within each 
Calendar Year.   
 

3.1.1 Status  
The following is the status of the HIR form being entered. The status descriptions 
are as follows:  

Entry in 
Progress:   

Displays when a new Incident/Hazard has been created but not 
yet saved.   

Draft:   Displays when an Incident/Hazard has been saved as a draft 
and not formally submitted, or has been submitted, but 
requires amendment by Assessor/WHS Consultant.   

Awaiting 
Assessment:   

Displays when an Incident/Hazard has not yet been marked as 
“Assessment Approved/Completed”.   

Actions 
Assigned   
/Awaiting Final 
Review:  

Actions Assigned is displayed when an Incident/Hazard has 
been Approved and Actions Assigned but not yet completed.   
  
Awaiting Final Review is displayed when an Incident/Hazard 
has a Risk Rating = “Low” and no Actions or all Actions are 
Completed AND/OR the Incident/Hazard is Confidential OR the 
Incident/Hazard does not require Investigation AND all Actions 
are Completed.   
  

https://documents.uow.edu.au/content/groups/public/@web/@ohs/documents/doc/uow016969.pdf
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Under 
Investigation:   

Displays when an Incident/Hazard has at least one 
Investigation, and at least one Investigation has a status that is 
not Closed.   

Closed:  Displays when an Incident/Hazard:   
• Is deemed to not require an Investigation and all 
Corrective Actions have a Date Completed.   
• Is deemed to require an Investigation and all 
Investigations have a status of Closed.   

  
  

3.1.2 Drafting and Saving an Incident/Hazard Report  

Draft an Incident/Hazard Report  

The system includes a feature to save an Incident/Hazard as a Draft. By selecting 
the Save as a Draft button none of the mandatory validations for the form will be 
implemented, with the exception of providing an Incident/Hazard Date, 
Incident/Hazard Time and at least one Incident/Hazard Category, and the 
Incident/Hazard is saved allowing the User to return to the Incident/Hazard at a 
later date.   
   
The User may re-open a Draft Incident/Hazard and select the Save as a Draft 
button again, allowing for the User to work on the Incident/Hazard over multiple 
sessions before formally submitting the Incident/Hazard.   
  
When an Incident/Hazard is saved as a Draft, the Incident/Hazard’s Number will 
include a “D” prefix, e.g. DHIR-25-0001.   
   
When a Draft Incident/Hazard is submitted, the “D” prefix from the 
Incident/Hazard Number is removed and the Incident/Hazard Created Email 
Notifications are sent.   
  
An Incident/Hazard that has been submitted, but requires amendments as per 
the Assessor, will have a Status of “Draft” but the “D” prefix will NOT be displayed. 
As such, once an Incident/Hazard has been submitted, it cannot be discarded.   
 

Discarding drafts  

The Discarding a Draft Incident/Hazard button displays when a User is viewing a 
Draft Incident/Hazard that has been previously saved and is assigned a Draft 
Incident/Hazard Number.   
   
Selecting this button sets the Duplicate Incident/Hazard checkbox to be selected 
for this Incident/Hazard.   
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Saving an Incident/Hazard Report  

When saving an Incident/Hazard Report, the following steps and validations will 
take place:   
   
When “Save as Draft” is 
selected:  
  

• The Incident/Hazard status is set to Draft, as 
outlined above in the Draft an Incident/Hazard 
Report.  

• A Complete Draft Incident/Hazard dashboard 
notification is displayed for the user who created 
the record.  

  
When the 
Incident/Hazard is 
initially saved:   
  

• The Incident/Hazard’s Status is set to “Awaiting 
Assessment”.   

• The Incident/Hazard Created Email Notifications 
are triggered   

• The Assess Incident/Hazard Dashboard 
Notification is displayed for the Assessor.   

  
When the “Assessment” 
Completed” checkbox is 
selected: 

If no investigation is required and all actions are 
completed:  

• Status is set to Closed.  
• Incident/Hazard Closed email notifications are 

triggered. 

If an investigation is required and at least one 
investigation is not closed:  

• Status is set to Under Investigation. 
 

If an investigation is required and all investigations 
are closed:  

• Status is set to Closed.  
• Incident/Hazard Closed email notifications are 

triggered.   
When Corrective Actions 
are saved:  

When a Corrective Action is created and the 
Incident/Hazard is saved:  

• Action Assigned email notifications are 
triggered.  

• A Complete Action dashboard task is 
displayed for the Person Responsible.  

 
When the Person Responsible changes for a 
Corrective Action without an Actual Completion 
Date:  

• Corrective Action Assigned email notifications 
are triggered.  

• A Complete Corrective Action dashboard task 
is displayed for the Person Responsible.  

When a Corrective Action’s Date Completed is 
cleared and the Incident/Hazard is saved:  
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• A Corrective Action Rejected email 
notifications are triggered. 

• A Complete Corrective Action dashboard task 
is displayed for the Person Responsible.  

When a Corrective Action’s Date Completed is set 
and the Incident/Hazard is saved:  
• Corrective Action Completed email notifications 

are triggered.  
  

3.1.3 Incident/Hazard Management Process  
Incident/Hazard Management Overview  

The following is an overview of the phases of an Incident/Hazard. Not all 
Incidents/Hazards follow these stages:   

 
  
Step 1. The Incident/Hazard is recorded in SafetyNet.   
Step 2. The Incident/Hazard is Assessed by the Supervisor and Actions assigned.   
Step 3. If required, the Incident/Hazard is formally Investigated.   
Step 4. From the Investigation, Corrective Actions are identified, assigned and 
completed.   
Step 5.  If Investigation is not required and all Actions are completed, the WHS 
Team will provide Final Approval.   
  

Incident/Hazard Management Process  

Step 1.  A new Incident/Hazard is created, and the Status is “Entry in 
Progress”.   

• If the User saves the Incident/Hazard as a Draft, the Incident/Hazard is 
assigned a Draft Incident/Hazard Number, and the Status is set to “Draft”.   

  
Step 2. The User completes all the mandatory information. The 
Incident/Hazard is saved, and an Incident/Hazard Number is assigned.   

• If the Incident/Hazard is marked as Confidential, the Report will be sent to 
the WHS Unit.  

• If the Incident/Hazard’s Risk Rating is “Low”; AND   
o There are NO Corrective Actions recorded, the Incident/Hazard’s 

Status is set to “Awaiting Assessment”; OR   
o The Incident/Hazard’s Status is set to “Actions Assigned”.   

• Where the Incident/Hazard’s Risk Rating is NOT “Low”, the Status is set 
to “Awaiting Assessment”.   

• The Incident/Hazard Created Email Notifications are triggered.   
  

Step 3. The Assessor performs the Assessment by updating the 
Incident/Hazard record if required and completing the relevant Assessment 
fields.   
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• The Assessment is marked as Completed and the Incident/Hazard is 
saved.   

• Any actions required for the Incident/Hazard are assigned. The Action 
Assigned Email Notifications are triggered, and the Action is placed on the 
Person Responsible Dashboard.   

• The Incident/Hazard Assessment Completed Notifications are triggered.   
• The Incident/Hazard Status is set to “Actions Assigned”.   
• If the Incident/Hazard is not sufficient, the Assessor refers the 

Incident/Hazard back to the Responsible Person for further review.   
o The Incident/Hazard Requires Amendment Notifications are 

triggered.   
o A Task is displayed on the Dashboard for the Responsible Person to 

amend the Report.   
o The Incident/Hazard Status is set to “Draft”.   

  
Step 4.  If an Investigation is deemed to not be required for this 
Incident/Hazard:   

• The WHS Unit Approve the Incident/Hazard Report where all 
Incident/Hazard Corrective Actions, if required, have been completed.   

• The Incident/Hazard’s Status is set to “Closed”.   
• The Incident/Hazard Closed Email Notifications are triggered.   

  
Step 5.  If an Investigation is deemed to be required a new Investigation is 
created.   

• The WHS Unit records the initial detail of the Investigation, such as the 
Category, Type and Due Dates.   

• If the Incident/Hazard is manually notifiable to a Regulator, this is 
performed.   

• The WHS Unit assigns the Investigator(s) and Approver for the 
Investigation.   

• The Investigation and Incident/Hazard are saved.   
• The Incident/Hazard Investigation Assigned Notifications are triggered.   
• A Task is displayed on the Dashboard for the Investigator(s) to complete 

the Investigation.   
• The Incident/Hazard’s Status is set to “Under Investigation”.   
• The Investigation’s Status is set to “In Progress”.   

  
  
Step 6. The Investigator performs the Investigation and records 
recommended Corrective Actions. The Investigator may continue to populate 
the Investigation until it is marked as Completed.   

• When the Investigation is completed, the Investigator marks the 
Investigation as Completed.   

• The Incident/Hazard Investigation Completed Notifications are triggered.   
• The Investigation’s Status is set to “Awaiting Approval”.   
• The Incident/Hazard Investigation Review Completed Notifications are 

triggered.   
• A Task is displayed on the Dashboard for the Approver to complete the 

Investigation Approval.   
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Step 7.  The Approver reviews the Investigation.   
• If the Investigation is not sufficient, the Approver de-selects the 

Investigation as Completed by the Investigator.   
o The Incident/Hazard Investigation Assigned Notifications are 

triggered again   
o A Task is displayed on the Dashboard for the Investigator(s) to 

complete the Investigation again.   
• If the Investigation is sufficient the Approver:   

o Marks the Approval as Completed.   
o Approves each Corrective Action.   

  
Step 8.  The Investigation is now completed, and Corrective Actions are 
assigned. Actions are only assigned when the Action’s Approval is not “No 
Action Required”.   

• The Investigation’s Status is set to “Actions Assigned”.   
• The Incident/Hazard Investigation Approval Completed Notifications are 

triggered.   
• The Incident/Hazard Investigation Action Assigned Email Notifications are 

triggered.   
• A Task is displayed on the Dashboard for all Persons Responsible for the 

Actions to complete the Action.   
  

 
Step 9.  The Person(s) Responsible review the Action assigned.   

• The Person(s) Responsible can provide Status Updates on the completion 
of the Action by selecting the Task from the Dashboard and updating the 
Description of Action Completed and not entering an Actual Completion 
Date.   

   
  
Step 10. The Person(s) Responsible complete the Action. The Person 
Responsible then:   

• Selects the Task from the Dashboard.   
• Enters the Actual Completion Date.   
• Records a Description of Action Completed.   
• If Evidence of Action Completion is required a file is uploaded as evidence.   

  
Step 11. The Action is then Completed:   

• The Task is removed from the Person Responsible Dashboard.   
• The Incident/Hazard Investigation Action Completed Notifications are 

triggered.   
• If the Action is marked as requiring an Effectiveness Review, the Action 

proceeds to the Effectiveness Review stage independent of the 
Investigation and Incident/Hazard processes.   
  

Step 12. If the Action is the last Action completed for an Investigation:   
• The Investigation’s Status is set to “Closed”.   
• The Incident/Hazard Investigation Complete Email Notifications are sent.   

  
Step 13. If the Investigation is the last Investigation completed for an 
Incident/Hazard:   

• The Incident/Hazard’s Status is set to “Closed”.   
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• The Incident/Hazard Closed Email Notifications are triggered.   
  

Step 14. If the Action is marked as requiring an Effectiveness Review:   
• The “Investigation Action Effectiveness Review” task is displayed on the 

Effectiveness Reviewer’s Dashboard.   
• The “Investigation Action Effectiveness Review Assigned” Email 

Notification is sent.   
  
Step 15. The Effectiveness Reviewer reviews the Action from either the 
Dashboard or Incident/Hazard and marks the Review as completed.   

• The “Investigation Action Effectiveness Review” task is removed from the 
Effectiveness Reviewer’s Dashboard.   

• The “Investigation Action Effectiveness Review Completed” Email 
Notification is sent.   

3.2 NEW INCIDENT/HAZARD FORM  
Menu  

The Menu is the main navigation feature of SafetyNet. It provides access to the 
screens for the Record that the user is currently working with. The Menu also 
provides the user with a visual overview of the screens requiring completion and 
their status.   
 
To navigate between different screens of the report, the user will be able to click 
on the menu item link they require. The Menu control window will be in the same 
structure as displayed below:   

  
When completing a report, the icon beside each screen name in the Menu will 
change to indicate the status of the completeness of the screens. These statuses 
are as follows:   
 

 Incomplete – this icon indicates that the screen has not yet been 
completed by the user. 

 
 Complete – this icon indicates that the screen has been completed by the 

user.  
 

 Contains an Error – this icon indicates that the screen has an error within 
that was entered by the user and which they will need to update before 
the Report can be submitted.  
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Information  

  
On the selection of the Information hyperlink, the associated help text will be 
displayed in a popup screen to the user. On the selection of the Close hyperlink 
the Information help text will be closed.  
  
Previous page and next page   

  
The Previous Page and Next Page buttons allow the user to navigate back to the 
previous screen that was open within the Report and proceed to the next screen 
of the Report.   
  
Save  

  
The Save button is displayed to users on various Report screens. Clicking on the 
‘Save' hyperlink will validate the Record and save the Record to the Database.   
  
Return to Dashboard  

  
The Return to Dashboard button allow the user to return to their Dashboard at 
any point.   
   
Please note that if the user decides to return to the Dashboard with an 
incomplete Record open (i.e. changes have been made and it has not been saved 
or it is a new report that has not been saved), the following message will be 
displayed:   

  
On the selection of the OK button the Incident Report Form will be cancelled, and 
the user will be taken to their Dashboard.   
   
On the selection of the Cancel button the user will be taken back to the Incident 
Report.  

3.2.1 Incident/Hazard Details  

The Incident/Hazard Details screen allows the user to enter the date and time 
specific details in relation to the Incident/Hazard, the Incident/Hazard category, 
injury type, the name of the injured person, a description of the Incident/Hazard 
and the location of the Incident/Hazard.  
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Entered By:  

  
Employee/Student ID   
The employee/student id field is read only and displays the employee or student 
id of the user who created the Incident/Hazard.   
   
Date entered   
The date entered field is a read only date field and displays the current system 
date.   
 
Surname   
The surname field displays the surname of the user who created the 
Incident/Hazard. This field is read only.   
 
First name(s)   
The first name(s) field displays the first name(s) of the user who created the 
Incident/Hazard. This field is read only.   
 

Incident/Hazard  

  
Select whether there has been an injury and/or illness as a result of the incident 
or hazard.  
 
If Selecting ‘Yes’, this indicates the type of Report is an Incident and will enable 
the following groups/screen:   

• Injury Type group   
• Injured Person group   
• Injury Details screen.   

  
Selection of ‘No’ indicates the type of Report is a Hazard. 
 
This checkbox allows the user to indicate if the Incident/Hazard is Confidential. If 
this checkbox is ticked, the Incident/Hazard Report will be sent directly to the 
WHS Unit. That is, the Report will NOT be sent to the Responsible Manager for 
review.  
 

Incident/Hazard Category  

The Incident/Hazard Category checkbox list allows the user to select one or many 
categories related to the Incident/Hazard. It is mandatory that at least one value 
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is selected, however multiple values may be selected. 

 
  

Incident/Hazard Details  

  
Date of Incident  
The Date of Incident field allows the user to enter the date on which the 
Incident/Hazard occurred. This field is mandatory and cannot be a future date.   
 
Time of Incident  
The Time of Incident field allows the user to enter the time at which the 
Incident/Hazard occurred. This field only accepts valid time formats. This field is 
mandatory and displays in 12-hour format, e.g. 12:00 AM.   
 
Date Reported  
The Date Reported field records the date the event was reported to a user or 
manager. The field is defaulted to the current system date, but the user can 
change the default value if required. This field is mandatory and cannot be a 
future date.   
 
Time Reported  
The Time Reported field records the time the event was reported to a user or 
manager. The value entered into this field must be in a valid time format. This 
field is defaulted to the current system time, but the user can change the default 
value by manually entering the time. This field is mandatory and displays in 12-
hour format, e.g. 12:00 AM.  
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Reported by  
The Reported By field records the name of the person who reported the 
Incident/Hazard. This field is mandatory and accepts a maximum of 200 
characters.   
  
If the “I am the Notifier” button is selected this field defaults to the name of the 
current logged in user, clearing any existing value selected.   
 
Selecting the “I am the Reporter” also defaults “Reported To” to the currently 
logged in User’s Supervisor, if recorded in UOW People & Culture data 
file, otherwise it will be blank.   
  
Responsible Manager  
The Responsible Manager field is a mandatory field that displays the Responsible 
Manager of where the Report is to be sent. This field will display in a [First 
Name(s) Surname] format.   
  
The Responsible Manager field will automatically populate with the 
Supervisor/Manager of the person entering the Form from the UOW People & 
Culture data file.   
   
The user can change the default Responsible Manager on the incident by using 
the adjacent ‘Modify’ button to select the Responsible Manager that will populate 
the field.   
  
The person entered as the Responsible Manager will be the person responsible to 
review the Incident/Hazard where the Incident/Hazard is NOT Confidential or the 
Risk Rating is equal to “Low”, and they will be notified of the Incident/Hazard 
when the Status is equal to “Awaiting Assessment”.   
  
Add additional manager   
Selecting the Add Additional Manager button will open the Employee Search 
dialog box where the user can search for and select an additional manager. Once 
selected, the person will be added, and a new Additional Responsible Manager 
field will appear.  
 
The person entered as an Additional Responsible Manager may be nominated as 
the person responsible to review the Incident/Hazard where the Incident/Hazard 
is NOT Confidential or the Risk Rating is equal to “Low” and they will be notified of 
the Incident/Hazard when the Status is equal to “Awaiting Assessment”.   
  
Reason for delay in reporting   
The Reason for Delay in Reporting field allows the user to enter the reason the 
incident was not reported on the date of the incident. This field is only displayed 
and enabled if the date value inserted in the Date Reported field is different to 
the date value inserted in the Date of Incident field; otherwise, it remains hidden 
from the user. This is a free text field, is mandatory when enabled and is 200 
characters in length.   
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Injury Type  

  
This group is only displayed, enabled and mandatory if the user selects “Yes” to 
‘Has there been an Injury/Illness?’ in the Incident/Hazard Section, otherwise it is 
cleared, disabled and hidden.   
 
The Injury Type button allows the user to select what type of injury has occurred. 
The values displayed are:   

• First Aid Treatment  
• Journey  
• Lost Time Injury  
• Medical treatment Injury  
• No treatment  
 

Date stopped work  
It is mandatory that a value is selected. Where “Lost Time Injury” is selected, the 
‘Date Stopped Work’ field will be enabled and displayed.   
  
If the Injury Type is equal to ‘Lost Time Injury’ or ‘Medical Treatment’, an 
Investigation is mandatory.   
   
Where ‘No Treatment’ is selected, the “No Treatment Provided” checkbox in the 
Treatment Type Provided Section on the Injury Details screen will default to 
ticked.   
 

Injured Person  

  
This group is only displayed, enabled and mandatory if the user selects “Yes” to 
‘Has there been an Injury/Illness?’ in the Incident/Hazard Details Section, 
otherwise it is cleared, disabled and hidden.   
The Person Type button group records the type of Person who was Injured. 
Selecting a value is mandatory and the following values are available   

• Contractor   
• Employee   
• Student   
• Visitor.   

  
Selecting the “I am the Injured Person” button provides a shortcut to the User by 
populating the various fields in this section to be the current logged in User. 
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Description of Incident/Hazard  

  
This field allows the user to enter a free-text description of the Incident/Hazard 
being reported. A reasonable amount of specific detail should be used to ensure 
useability of this field via the Search Form at a later date. Only factual information 
should be included. Information included in this field should be clear and concise 
as it will be used for reporting purposes as required.   
 
NOTE: Private or personal information (including names, addresses and phone 
numbers), or identifying information (including staff and student numbers) 
MUST NOT be included in descriptions. 
 
If an injury has occurred, details of the person injured will be captured 
confidentially in Section 3.2.2 Injury Details  
 

Incident/Hazard Location  

  
Where did it occur  
This field is a drop-down list that allows the user to select whether the incident or 
hazard occurred on campus, off campus, or at a public place.   

• Off Campus: If an Incident or Hazard occurred off campus, a drop-down 
field is created that allows users to enter the off-campus site where the 
Incident/Hazard occurred; this includes student residences.  

• On Campus: If an Incident or Hazard occurred on campus, a drop-down list 
will be created that allows the user to select the building (including 
regional campuses), followed by an option to specify which room the 
Incident/Hazard occurred.   

• Public Place: If an Incident or Hazard occurred at a public place, a field is 
created that allows the user to enter the address of where it took place.   
  

Faculty/Portfolio, Division & School/Unit  
These fields are searchable using drop down lists from the UOW People & Culture 
data file. This field is mandatory.  
NOTE: You may need to select the same item in both Division and School/Unit to 
proceed to the next menu  
 
Site   
The Site is a drop-down field that allows the user to select the Incident/Hazard 
Site. This field populates from the Site Profile and displays the values relevant to 
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the Location Type selected. This field is enabled, displayed and mandatory when 
“On Campus” or “Off Campus” is selected, otherwise it is cleared, disabled and 
hidden.   

  
Room   
The Room field allows the user to record the Room where the Incident/Hazard 
occurred. This field is optional and allows 20 characters to be recorded.   
  
Specific location   
The Specific Location field records the specific location where the 
Incident/Hazard occurred. This field is displayed, enabled and mandatory where 
the Location Type is “Public Place” only, otherwise it is cleared, disabled and 
hidden. This field allows 150 characters to be recorded.   
  
I am not the correct person responsible to assess this Incident/Hazard   
This button is only enabled and displayed when the Incident/Hazard Status is 
equal to “Awaiting Assessment” and the logged in user is named as one of the 
Responsible Manager’s in the Report to be sent to or a member of the WHS Unit 
(for Incidents/Hazards that have an Initial Risk Rating of “Low” or are Confidential), 
or the User’s Profile has the Field Security Object “Incident/Hazard > Incorrect 
Assessor” enabled.   
 
Selection of this button will do the following on the Review and Comments 
screen:   

• Selection of the Action button “Refer back to Responsible Person for 
further review”;   

• Populate the Reviewer field with the currently logged in User’s name;   
• Populate the Date field with the current system date;   
• Insert into the Comments field the following text:   

  
“Please note that I am not the person responsible to be assessing this 
Incident/Hazard. Please amend the Responsible Manager field(s) on the 
Incident/Hazard Details screen with the correct person(s) and resubmit the 
Report.”   
  
Upon saving the Incident/Hazard, the Status will be set to “Draft” and reassigned 
for amendment and resubmission.   
 

Immediate Action Taken  

This is where you can record any immediate actions you may have made prior to 
the report being submitted. You can also add these to your Corrective Action list 
as part of your report.  
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This set allows the user to advise if an action was taken. It is mandatory to select 
an option.   

• Selection of ‘No’ will disable, clear and hide all other fields in this group.   
• Selection of ‘Yes’ will enable and display all other fields in this group.    

 
Selection of this button will automatically insert a Corrective Action into the 
Corrective Action table on the Corrective Actions screen. This can be later 
modified when selecting the Corrective Actions screen from the menu, see 
Section 3.2.3 Corrective Action Plan for further detail. The Action Details pop up 
fields will populate as follows:   
   

Action Details Field 
Name   

Details to be populated   

Action Type   Default to Eliminate”   
Action Description   Immediate Action Taken > Description of Action 

Taken   
Person Responsible   Immediate Action Taken > Action Taken By   
Target Completion Date   Current System Date   
Actual Completion Date   Current System Date   

  
Upon the user successfully saving the record (i.e. all mandatory fields have been 
completed) where the Generate Corrective Action from Immediate Action Taken 
button has been selected, and a Corrective Action automatically inserted and 
closed out (i.e. a Corrective Action has been recorded with an Actual Completion 
Date), the Incident’s Status will be “Awaiting Final Review” and assigned to the 
WHS Unit.   
  
Action taken by   
The Action Taken By mandatory field allows the user to advise who took the 
action. This field will display in a [First Name(s) Surname] format.   
  
This field allows for Employee Quick Search or is populated by selecting the I took 
Action or the Reported By took Action buttons, or via an Employee/Student 
Search via the Search button.   
  
This field is enabled and displayed where the user has selected ‘Yes’ to “Was an 
action taken?”, otherwise it is disabled and hidden. It is mandatory that an 
Employee or Student be populated into this field.   
  
I took action   
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Selection of this button will automatically populate the Action Taken By field with 
the current logged in user’s name. Selection of this button is optional. This button 
is enabled and displayed where the user has selected ‘Yes’ to “Was an action 
taken?”, otherwise it is disabled and hidden.   
   
Reported by took action   
Selection of this button will automatically populate the Action Taken By field with 
the name of the person in the Reported By field in the Incident/Hazard Details 
group of fields. Selection of this button is optional. This button is enabled and 
displayed where the user has selected ‘Yes’ to “Was an action taken?”, otherwise it 
is disabled and hidden.   
   
Description of immediate action taken   
The “Description of Immediate Action Taken” field records the details of the 
action taken by the first responders after the Incident/Hazard occurred. This field 
is mandatory when displayed. This field is enabled and displayed where the user 
has selected ‘Yes’ to “Was an action taken?”, otherwise it is disabled and hidden. 
This field accepts a maximum of 4,000 characters.   
  

Risk Rating  

This is where you will need to conduct a risk rating for the Risk/Hazard based on 
consequence and likelihood. This should be based on the POTENTIAL risk of the 
Risk/Hazard, i.e. the incident may have resulted in a report only and no injury but 
had the potential for serious medical treatment.  
The "Likelihood" field records the potential Likelihood of the Risk Rating. The 
initial codes will be loaded as follows:   

• Almost Certain – The event is expected to occur in most circumstances   
• Likely – The event will probably occur   
• Possible – The event might occur, but occasionally   
• Rare – The occurrence of the event is remote and improbable.   
• Unlikely – The event is unlikely to occur; however, it is possible.   
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The "Consequence" field records the potential Consequence of the Risk Rating. 
The initial codes will be loaded as follows:   

• Insignificant – No injury, illness or disease   
• Major – Extensive medical treatment (hospital or absence from work >7 

days)   
• Minor – First aid treatment   
• Moderate – Minor medical treatment (e.g. GP or outpatient to hospital)   
• Severe – Fatality or permanent incapacity to work.   

 
The Risk Rating is populated when the User selects the corresponding Risk 
Rating value from the Risk Matrix table. It is mandatory to record a Risk Rating for 
a Finding.   

  
Where the Risk Rating is equal to “High” or “Extreme”, a warning message in red 
and bold will display  to the user requiring them to complete at least one action 
as follows:   

  
“  At least one action must be completed to reduce the risk to an acceptable level within 24 hours.”   

  

Associated Documents/Photos  

  
The attachment section allows the user to attach documents or photos relating 
to the Incident/Hazard Report. Relevant attachments include, but are not limited 
to:  

• Photos of the hazardous area or item  
• Map indicating the area of concern  
• Previous correspondence relating to the incident or Hazard  

3.2.2 Injury Details  

If “Incident – With Injury/Illness” was selected as an Incident/Hazard on the page, 
an extra “Injury Details” page will appear in the Form Menu. If you did not select 
“Yes”, this will not appear, and you can proceed to Section 3.2.3 Corrective Action 
Plan 
 
NOTE: The Injury Details Page is ONLY visible within SafetyNet to the following 
people  

• Person who entered the Incident/Hazard Report  
• Injured Person (if the Incident/Hazard Report was entered by someone 

else)  
• Nominated Supervisor and Additional Supervisors  
• System administrator from the WHS Unit  
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Injury Details  

  
Using the drop-down lists, select the relevant option for nature, body location, 
and mechanisms of the injury/disease. 
 

Description of Illness/Injury  

  
This is a free-text field; information included in this field requires the user to 
describe the injury with regards to the symptoms and body location of the injury. 
Information included in this field should be clear and concise as it will be used for 
reporting purposes as required. It is mandatory that this field be completed and 
will allow up to 2000 characters to be recorded.  
 

Treatment Type Provided  

  
Select the type of treatment provided. The group contains four checkboxes, any 
number of which can be selected and saved.  
 

Description of Treatment Provided  

  
This is a free-text field, providing a description of the treatment provided. The 
Description of Treatment Provided field allows the user to enter the treatment 
the person was provided at the time of the incident. It is mandatory that this field 
be completed when the Treatment Type Provided is ‘Hospital’, ‘Doctor’ or ‘First 
Aid’ and will allow up to 2000 characters to be recorded.  
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Name of Treatment Provider  

  
The Name of Treatment Provider / Name of First Aider section allows the user to 
enter the name and contact details of the provider of medical treatment or First 
Aider that the person involved was provided after the incident. It is mandatory to 
complete this section if the Treatment Type Provided selected is Hospital, Doctor, 
or First Aid.  

3.2.3 Corrective Action Plan  

The Corrective Action Plan screen allows the user to enter details on the 
recommended corrective actions for the Incident/Hazard to be undertaken and 
assign them to a user.   
 
If an Incident has a current Status of “Closed”, all fields on this screen cannot be 
modified as they will be read only. To modify these fields, the Incident must be 
reopened, saved and viewed again.   
 
This screen will always be displayed on the menu for all Incidents/Hazards. This 
screen is optional for the person reporting the Incident/Hazard and is mandatory 
for the Supervisor/Manager or WHS Unit to complete.   
 
The Revised Risk Rating section will only be enabled, displayed and mandatory 
for the Responsible Manager or the WHS Consultant or a member of the WHS 
Unit to complete.   
 

Contributing Factors  

 
The Contributing Factors table records the details of each contributing factor that 
resulted in the Incident/Hazard.   
  
Multiple rows can be added to the table by selecting the Add button and existing 
rows can be removed by selecting the remove button at the end of each row  
  
It is optional to add a row to the table for the person entering the Report; it is 
mandatory for the Supervisor or WHS Unit to record at least one row in the table.   
  



 

P&C-WHS-GUI-889.1   SafetyNet User Guide – Incident/Hazard Nov 2025  Page | 25 
Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version 

Corrective Action  

The Corrective Actions provides users with the ability to set the actions to correct 
the Incident/Hazard. It is optional to record a Corrective Action for the person 
entering the Report; it is mandatory for the Supervisor or WHS Unit to record a 
Corrective Action.   
   
A Corrective Action Plan may automatically be when generated from the 
Immediate Action Taken section on the Incident/Hazard Details screen.   
   

  
Action Type  
The Action Type drop down field allows the user to select the control type for the 
action plan item. It is mandatory that a control type is selected from this field to 
save the Action Plan. This field is mandatory and displays a list of all active Action 
Types in alphabetical order for the Action Category of “Incident”, which will 
initially be:   

• Eliminate   
• Substitution   
• Isolate Hazard   
• Engineering   
• Administration Control   
• PPE   
• Report Only   

  
Description of action   
The Description of Action field allows the user to enter the full details of the action 
required in relation to the incident. It is mandatory that the user complete this 
field to save the Action details. This free text field allows 2000 characters.   
   
Evidence of completion not required   
Selecting the Evidence of Completion not required checkbox indicates that when 
an Action is completed, the Person Responsible does not need to upload a file to 
the Evidence table. This checkbox defaults to being selected. This field is disabled 
and hidden from Users by default.   
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Description of evidence required   
The “Description of Evidence Required” field records the instructions of the 
evidence required that the Person Responsible for the Action must provide to 
satisfy the completion of the Action. This text area field displays as the rich text 
editor and is initially hidden. This field is displayed and mandatory when the 
“Evidence of Completion not Required” checkbox is not selected.   
  
Target completion date   
The Target Completion Date field allows the user to enter the date or select from 
the calendar control, when it is estimated that the action will be completed. The 
value entered into this field must be in a valid date format. It is mandatory that 
the user complete this field to save the Action details.   
   
This field will default as follows, but may be updated by the user:   

• Where the Initial Risk Rating is equal to “High” or “Extreme”, this field will 
populate with the current system date plus one day (that is, if the current 
system date is 01/01/2025, this field will populate with the date 02/01/2025);   

• Where the Initial Risk Rating is equal to “Medium”, this field will populate 
with the current system date plus 13 days (that is, if the current system 
date is 01/01/2025, this field will populate with the date 14/01/2025);   

• Where the Initial Risk Rating is equal to “Low”, this field will populate with 
the current system date plus 30 days (that is, if the current system date is 
01/01/2025, this field will populate with the date 31/01/2025).   

  
Priority   
The Priority field records the priority or urgency of the Action. This field is 
mandatory and displays a list of all active Action Priorities, which are:  

• 1 - Very High  
• 2 - High  
• 3 - Moderate   
• 4 - Low   
• 5 - Very Low   
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Actual completion date   
The Actual Completion Date field allows the user to enter the date or select from 
the calendar control, when the action was completed. The value entered this field 
must be in a valid date format and cannot be a future date.   
   
Description of action completed   
This free text field allows users to enter a description of the action completed. This 
field is optional by default and is mandatory when the Actual Completion Date is 
entered. This field displays as the rich text editor.   
  
Upload   
The Upload button allows the user to search and locate the file to be attached to 
the Action. Upon selection of the Upload button, a Choose File to Upload dialog 
will be presented to the user to search and select the file. Once a file has been 
selected the file’s name will be displayed in the File Name field in the Associated 
Documents table.   
   
Evidence of Completion   
The Evidence of Completion table allows the user to add multiple documents to a 
corrective action. It is mandatory that a description of the file be recorded for all 
Documents.   
 

Revised Risk Rating  

  
The Revised Risk Rating fields allow for a risk assessment score to be inserted on 
the corrective action.   
   
Selecting a cell in the table populates the Consequence, Likelihood and Risk 
Rating fields below based on the Risk Matrix definitions within the System.   
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3.2.4 Review and Comments  

  
The Review and Comments screen is displayed to the person responsible to 
complete the Review of the Incident/Hazard when the Incident/Hazard’s Status is 
changed to “Awaiting Assessment”. Where the Incident/Hazard has Corrective 
Actions recorded, the notifications for these are sent out upon approval of the 
Report.   

  
Where the Incident/Hazard is Confidential, or the initial Risk Rating is equal to 
“Low”, Incident/Hazard Status is changed to ‘Awaiting Assessment’, the WHS 
Consultant will be the person responsible to complete the review, otherwise one 
of the Responsible Manager(s) will be the person responsible to complete the 
review.   
 
This screen is not visible to Users by default. Users may view this screen if:   

• They are recorded as the Responsible Manager; or   
• They are recorded as an Additional Responsible Manager; or   
• They are recorded as the WHS Consultant; or   
• They have the WHS Unit security object associated to their User Profile; or   
• They have the relevant Screen Security Object applied to their User Profile.   

  
If an Incident/Hazard has a current Status of “Closed”, all fields on this screen 
cannot be modified as they will be read only. To modify these fields, the Incident 
must be reopened, saved and viewed again.   
   
This screen displays as seen in the example below and contains the following 
sections and fields:   
   

Person responsible to complete the review   
The Person Responsible to complete the Review field automatically populates 
with the name of the person responsible to complete the review but may be 
modified by the user.   
  
Where the Incident/Hazard meets the following criteria, this field will populate 
with the name of the WHS Consultant recorded on the Incident/Hazard Details 
screen, otherwise this field will populate with the name of the person recorded in 
the Responsible Manager field recorded in the Report to be sent to section on the 
Incident/Hazard Details screen:   

• The Incident/Hazard is Confidential; OR   
• The initial Risk Rating is equal to “Low”.   
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Search   
Selection of the Search button displays the Employee Search screen for the user 
to search for and select the person responsible to complete the review.   
  
Action   
The user must, after reviewing the Incident, decide whether the actions that were 
in place are deemed appropriate and can be progressed, or if further review is 
required by the person who entered the Report. This decision is indicated by 
selection of one of the two buttons:   

• Refer back to Responsible Person for further review   
• Approve report and submit to WHS Unit for final review (Corrective Action 

emails will be sent).   
   
This field will be read only by default and will be available to be selected where 
the current logged   
in user is the person recorded in the “Person Responsible to complete Review” 
field.   
   
Reviewer   
The Reviewer field will be automatically populated with the name of the person 
who selected an Action button.   
   
Comments   
The Comments field is a mandatory field if the ‘Refer back to Responsible Person 
for further review’ is selected. This field allows the Manager to insert their 
comments as to why this Incident/Hazard and corrective actions have been sent 
back to them so that they can make the necessary modifications. This field is 1000 
characters in length.   

3.2.5 File Notes  

The File Notes screen allows the User to record any associated notes for the 
Incident/Hazard. Access to this screen is Security controlled.  
  
The File Note screen is displayed in the Side Menu for all Incident/Hazards after 
the Incident/Hazard is first saved.   
  
Users may only view this screen if the User is assigned the corresponding Screen 
security object.   
  
The File Note screen displays as seen in the example below:  

  
Selecting the Add New File Note button displays the File Note dialog to allow the 
User to add a new File Note to the record.   
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3.2.6 Linked Incidents  

The Linked Incident/Hazards screen allows Users to Link Incident/Hazards that 
are related together. Once an Incident/Hazard is linked to one Incident/Hazard, it 
displays on the Linked Incident/Hazards screen for both Incident/Hazards.   
   
This screen is displayed in the Side Menu for all Incident/Hazards after they have 
been initially saved.   
   
Access to this screen is Security controlled. Users may only view this screen if the 
User is assigned the corresponding Screen security object.  

 
 
Add new linked Incident/Hazard   
Selecting the Add new Linked Incident/Hazard button displays the 
Incident/Hazard Search dialog to allow the User to search for an Incident/Hazard 
to link to the Request.   
   
Rows are added to the table by selecting the Add new Linked Incident/Hazard 
button and selecting an Incident/Hazard from the Incident/Hazard Search. Rows 
may be removed from the table by selecting the remove button.     

3.2.7 Document Summary  

The Document Summary screen displays a list of all files attached to all screens 
within the record.   
   
The Document Summary screen is displayed in the Side Menu for all Incident/ 
Hazards after the Incident/Hazard is first saved.   
   
This screen displays as seen in the example below  

 

3.2.8 Incident/Hazard Complete  
The Incident/Hazard Complete screen will be displayed each time the User 
submits an Incident/Hazard Report or saves an existing Incident/Hazard Report. 

This screen displays as seen below and contains the following fields: 
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Return to the dashboard   
If the User selects this link, they will be taken to the Dashboard screen.   
   
Edit Incident/Hazard   
If the User selects this link, they will be taken back to the Incident/Hazard to 
make any relevant changes.   
   
View Incident/Hazard pdf   
If the User selects this link, a new browser window will be opened displaying a 
PDF report of the submitted Incident/Hazard Report.   
   

Create new Incident/Hazard   
If the User selects this link, they will be taken to a new Incident/Hazard Details 
screen for the entry of a new event report.   
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4. Incident/Hazard Search  
 

 
INCIDENT/HAZARD SEARCH  
The Incident/Hazard Search screen is accessed by clicking on the 
Incident/Hazards > Search for Incident/Hazards hyperlink. Users will only be able 
to view Incident/Hazards where they have the ability to view these 
Incident/Hazards as a part of the System Security.   
   
Incident/Hazards that have been marked as a Duplicate Incident/Hazard are not 
displayed in the Search Results, unless the Include Duplicate Incident/Hazards 
option is selected.   
  

  

Criteria   

The Criteria section contains the following fields:   
   
Incident/Hazard number   
The Incident/Hazard Number criterion allows for Users to search for an 
Incident/Hazard by specifying the Incident/Hazard’s Number, in full or in part. This 
criterion is optional and incorporates automatic searching.   
   
Incident/Hazard status   
The Incident/Hazard Status multi-select drop down list criterion allows the User 
to search for an Incident/Hazard by specifying the Incident/Hazard’s current 
Status. This criterion is optional and displays a list of all active Incident/Hazard 
Statuses in alphabetical order.   
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Key word(s)   
The Key Word(s) criterion allows the User to search for an Incident/Hazard based 
on the entered text. This criterion is optional and incorporates automatic 
searching.   

 
Include duplicate Incident/Hazards   
The Include Duplicate Incident/Hazards checkbox criterion indicates that when 
selected, Incident/Hazards that have been marked as a Duplicate on the 
Assessment screen are to be displayed in the Search Results. This checkbox is not 
selected by default.   
   
Incident/Hazard date from   
The Incident/Hazard Date From date criterion allows for the User to search for an 
Incident/Hazard where the Incident/Hazard’s Date is greater than or equal to the 
value specified. This criterion is optional and accepts any dates.   
   

Incident/Hazard date to   
The Incident/Hazard Date To date criterion allows for the User to search for an 
Incident/Hazard where the Incident/Hazard’s Date is less than or equal to the 
value specified. This criterion is optional and accepts any dates.   
   
Date entered from   
The Date Entered From date criterion allows the User to search for an 
Incident/Hazard where the Incident/Hazard’s Date Entered is greater than or 
equal to the value specified. This criterion is optional and accepts any dates.   
   
Date entered to   
The Date Entered To date criterion allows for the User to search for an 
Incident/Hazard where the Incident/Hazard’s Date Entered is less than or equal to 
the value specified. This criterion is optional and accepts any dates.   
  
Status date from   
The Status Date From date criterion allows the User to search for an 
Incident/Hazard where the Incident/Hazard’s current Status Date is greater than 
or equal to the value specified. This criterion is optional and accepts any dates.   
  
Status date to   
The Status Date To date criterion allows the User to search for an Incident/Hazard 
where the Incident/Hazard’s current Status Date is less than or equal to the value 
specified. This criterion is optional and accepts any dates.  
  
Incident/Hazard type   
The Incident/Hazard Type multi-select drop down list criterion allows for the User 
to search for an Incident/Hazard by specifying the Incident/Hazard’s Type. This 
criterion is optional and displays the following values in alphabetical order:   

• Hazard   
• Incident   

 
Records are considered a Hazard where ‘No’ has been selected in answer to “Has 
there been an Injury/Illness” on the Incident/Hazard Details screen in the 
Incident/Hazard section.   
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Records are considered an Incident where ‘Yes’ has been selected in answer to 
“Has there been an Injury/Illness” on the Incident/Hazard Details screen in the 
Incident/Hazard section.   

  
Incident/Hazard category   
The Incident/Hazard Category multi-select drop down list criterion allows for the 
User to search for an Incident/Hazard by specifying the Incident/Hazard’s 
Category. This criterion is optional and displays a list of all active Incident/Hazard 
Categories in alphabetical order.   
   
Location type   
The Location Category multi-select drop down list criterion allows for the User to 
search for an Incident/Hazard by specifying the Incident/Hazard’s Location 
Category. This criterion is optional and displays a list of all active Location 
Categories in alphabetical order.   
   
Site   
The Site multi-select drop down list criterion allows for the User to search for an 
Incident/Hazard by specifying the Incident/Hazard’s Site. This criterion is optional 
and displays a list of all active Sites in alphabetical order.   
  
If the Location Type(s) are selected, the Site field will display values applicable to 
the Location Type   
selected. If the Location Type of “Public Place” is selected, no values will be 
displayed in this field.   

  
Search   
The Search button, when selected, displays all rows of the Search Results table 
that match the criteria as specified by the User.   

  
Clear   
Selecting the Clear hyperlink will clear values in the criteria fields on the screen 
and reset them to their initial state.   
   
Export results   
Selecting the Export hyperlink creates an Excel spreadsheet that contains the 
values from the Search Results table.   

  

Injured person   

The Injured Person section is initially collapsed. Selecting the heading displays 
the fields within the section.   
   
The Injured Person criterion allows the User to search for an Incident/Hazard 
based on the entered text matching the name of an Injured Person. This criterion 
is optional and matches the entered text based on the concatenation of the 
Given Name(s) and Family Name.   
  
  
Contractor company   
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The Contractor Company criterion allows the User to search for an 
Incident/Hazard based on the entered text matching the Company Name of an 
Affected Person that is a Contractor. This criterion is optional.   
   
Person type   
The Person Type multi-select drop down list criterion allows the User to search for 
an Incident/Hazard by specifying the Person Type of the Affected or Injured 
Person recorded for the Incident/Hazard. This criterion is optional and displays a 
list of all active Person Types values in alphabetical order.   
   
Injury type   
The Injury Type multi-select drop down list criterion allows the User to search for 
an Incident/Hazard by specifying if at least one of an Incident/Hazard’s Injured 
Persons has an Injury Type that matches the selected value. This criterion is 
optional and displays a list of all active Injury Types in alphabetical order.   
   

Responsible business unit   

The Responsible Business Unit section is initially collapsed and allows you to 
search for Incident/Hazard Reports based on an area. Selecting the heading 
displays the fields within the section.  
 
Faculty/Portfolio, Division & School/Unit  
These fields are searchable using drop down lists from the UOW People & Culture 
data file.   
 

Total Incident/Hazards   

The Total Incident/Hazards field displays a count of the total number of rows in 
the table, including all Pages if the table is paginated.   
   
Search results   
The Incident/Hazards Search Results table displays a list of all Incident/Hazards 
that match the Search criteria. This table will be paginated to display 50 records 
per page and will display a maximum of 10 Pages (500 rows). The default sort 
order of this table will be by the Incident/Hazard Number in ascending order. 
Selecting a column heading will change the sort order of the table.   
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5. Version Control Table 
 

 
Version Control  Date Released  Approved By  Amendment  
1  Nov 2025  Senior Manager 

WHS  
Document created  

2        
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