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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 
Incidents/Hazards SafetyNet User Guide 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 Section 3 Safe Work Procedure Form 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. 

https://url.au.m.mimecastprotect.com/s/E88SC4QOxxHBJ032puOfrC4DSYe?domain=documents.uow.edu.au
https://url.au.m.mimecastprotect.com/s/8qP6C5QPyyHZ0j4PVuOhlCkdqke?domain=documents.uow.edu.au
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Action Required 
This field explains what action is required from you to process the report.  

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. Safe Work Procedure  
 

3.1 SAFE WORK PROCEDURE NAVIGATION 
A Safe Work Procedure (SWP) may be identified as a control measure during this 
risk management process. An SWP is used to outline the step by step process on 
how to use a piece of equipment or perform a work task safely and is a control 
measure (it is not a risk assessment). The following steps outline the steps in 
completing the UOW SafetyNet online SWP form. More guidance on what to include 
an SWP can be located in the Development of Safe Work Procedures Guidelines. 
 

Safe Work Procedure Numbering  

A unique number for each Safe Work Procedure will be assigned in the following 
format: SWPYYNNNNN  
 
Where:  

• YY is the last two numbers for the Calendar Year of the current System Date  
• NNNNN is a sequence number for each Safe Work Procedure within each 

Calendar Year.  
 

3.1.1 Status 
The following Statuses are defined for each Safe Work Procedure:  
  
Status  Definition  

Entry in 
Progress  

Displays when a new SWP has been created but not yet saved.  

In Progress  Displays when an SWP has been saved but is not yet marked as 
completed.  

Awaiting 
Approval  

Displays when an SWP has been marked as completed, but is not 
yet reviewed.  

Approved  Displays when an SWP has been marked as Approved.  

Closed  Displays when an SWP does not require a Periodic Review and the 
last Direct Action has been completed.  

 

 

https://documents.uow.edu.au/content/groups/public/@web/@ohs/documents/doc/uow016981.pdf
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3.1.2 Drafting and Saving a Safe Work Procedure 
Saving the Safe Work Procedure 

When saving a Safe Work Procedure the following steps and validations will take 
place:  
  
If the Procedure is NOT marked 
as “Procedure Completed” on 
the Summary and Comment 
screen:   

• The Status for the Procedure is set to “In 
Progress”.   

If the Procedure is marked as 
“Procedure Completed” on the 
Summary and Comment 
screen:   

• The Status for the Procedure is set to 
“Awaiting Approval”.  

• The “Safe Work Procedure Awaiting Approval” 
Email Notifications are triggered.  

  
If the Procedure was marked as 
“Procedure Completed” by the 
User on the Review and 
Comments screen but is no 
longer marked as “Procedure 
Completed”. That is, because 
the approver rejected the Risk 
Assessment.   

• The Procedure’s Status is changed to “In 
Progress”.  

• The “Safe Work Procedure Rejected” Email 
Notifications are triggered.   

If the Procedure is marked as 
“Procedure Approved” on the 
Summary and Comment 
screen:   

• The Procedure’s Status is set to “Approved”.  
• The “Safe Work Procedure Approved” Email 

Notifications are triggered.   

If the Procedure does not 
require a Periodic Review and 
the last Direct Action has been 
completed:   

• The Procedure’s Status is set to “Closed”.  
• The SWP Closed Email Notifications are 

triggered.   

If the Procedure requires a 
Periodic Review:   

• The SWP’s Next Review Date is set.  
• The SWP Review to be Completed Task is 

displayed on the Dashboard.   
 

Saving a Procedure as restricted 

If the Procedure is marked as being restricted (by ticking the “Is the distribution of 
this procedure restricted?” checkbox on the Procedure Details screen in the 
Procedure Details section, only the Developers, Approvers and Persons Responsible 
to complete the Direct Action(s) will be able to view, search for and modify the 
Record, plus any user who has the “SWP > View Confidential SWPs” security object 
assigned to their User Profile.  
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Copy to New Procedure 

When viewing an existing Procedure, if the Copy to new Procedure button is 
selected the existing Procedure is validated and saved. Once this is saved a new 
Procedure will be created copying all fields from the original Procedure to the new 
Procedure. Users may then alter the Procedure as needed prior to the new 
Procedure being saved and a Procedure Number assigned.  
  
The Copy to new Procedure Function is not available until the Procedure is saved 
and a Procedure Number is assigned.  
 

3.1.3 Safe Work Procedure Process  
Safe Work Procedure Overview 

The following is an overview of the phases of a Safe Work Procedure. Not all Safe 
Work Procedures follow these stages:  

 

Step 1. The Safe Work Procedure is commenced in SafetyNet and assigned to a 
Developer Team.  
Step 2. The Safe Work Procedure is completed in SafetyNet by the Developer Team.  
Step 3. The Safe Work Procedure is approved by the Approver.  
Step 4. Any Direct Actions assigned from the Safe Work Procedure are completed.  
Step 5. If required the Safe Work Procedure undergoes a periodic Review based on 
the nominated frequency.  
 

Safe Work Procedure Process 

Step 1. The Safe Work Procedure (SWP) is created by the Initiator.  

Step 2. The Developer enters the details of the Procedure.  
 
Step 3. The SWP may be saved once all mandatory fields are secured.  

• Once Saved the Status is set to “In Progress”.  
• The “Complete Safe Work Procedure” Dashboard Task is displayed for each of 

the Developers.  
• The “Safe Work Procedure Created” Email Notification is sent.  

 
Step 4. A Developer marks the Request as “Procedure Completed”.  

• The Status is set to “Awaiting Approval”.  
• The “Safe Work Procedure Awaiting Approval” Email Notification is sent.  
• The “Approve Safe Work Procedure” Dashboard Task is displayed for the 

Approvers.  
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Step 5. An Approver reviews the Safe Work Procedure.  
• If the SWP is not appropriate and requires further review, the Approver 

deselects the “Procedure Completed” checkbox.  
o The Status is set to “In Progress”.  
o The “Safe Work Procedure Rejected” Email Notification is sent.  
o The “Complete Safe Work Procedure” Dashboard Task is displayed for 

the Initiators.  
• If the SWP is appropriate an Approver selects the “Procedure Approved” 

checkbox.  
o The Status is set to “Approved”.  
o The “Safe Work Procedure Approved” Email Notification is sent.  
o The Safe Work Procedure Direct Action Assigned Email Notifications 

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

Direct Actions to Complete the Action.  
• If the SWP is set to be Reviewed in the future:  

o The SWP’s Next Review Date is set.  
o The SWP Review to be Completed Task is displayed on the Dashboard.  

• If the SWP is not set to be Reviewed in the future:  
o If the last Direct Action has been completed, the SWP’s Status is set to 

“Closed”.  
o The SWP Closed Email Notifications are triggered.  

 
Step 6. The Person(s) Responsible review the Direct 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 7. The Person(s) Responsible complete the Direct 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 8. The Action is then Completed.  

• The Task is removed from the Person Responsible’s Dashboard.  
• The SWP Action Completed Notifications are triggered.  

 
Step 9. At any later date if the Action is deemed to not be complete, a User can 
clear the Actual Completion Date for any Action.  

• The SWP Action Rejected Email Notifications are triggered.  
• A Task is displayed on the Dashboard for the Person Responsible for the 

Action to Complete the Action.  
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Step 10. If the SWP is set to be Reviewed at a later date a Review is recorded for 
the SWP.  

• If the SWP is still set to be Reviewed in the future:  
o The SWP’s Next Review Date is set.  
o The SWP Review to be Completed Task is updated with the new Next 

Review Date and is displayed on the Dashboard.  
o The SWP Review Completed Email Notifications are triggered.  

• If the SWP is changed to not be set to be Reviewed in the future:  
o If the last Direct Action has been completed, the SWP’s Status is set to 

“Closed”.  
o The SWP Closed Email Notifications are triggered.  

  

Periodic Review Process 

Each Procedure that has been Approved may be subject to a Periodic Review. The 
frequency of each Review is set within each Procedure. The Developers are 
responsible for the Review of the Procedure.  
  
A Procedure’s Next Review date is determined by the following definition:  

o The Procedure is marked as “Periodic Review Required”; and  
o The Procedure’s Status is “Approved”; and If the Procedure is yet to be 

Reviewed  
  
The Review Date is the Date Approved plus the number of Review Frequency 
Months Else if the Procedure has been previously Reviewed. 
  
The Review Date is the last Review Date plus the number of Review Frequency 
Months. 

3.2 NEW SAFE WORK PROCEDURE FORM 
Menu 

The Menu is the main navigational feature of SafetyNet. The Menu 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 SafetyNet 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:  
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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 
procedure can be submitted.  

  
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 procedure.   
  
Save  

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

3.2.1 Procedure Details 
Entered By 

The Entered By group displays as follows and contains the following fields:  

 

Date Entered  
This read only field displays the date the SWP was entered.  
  
Entered By  
This read only field displays the name of the user that entered the SWP in <Given 
Names> <Family Name> format. 
  
Date Last Updated  
The Date Last Update field will automatically populate with the date the record was 
last updated. This field is read only.  
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Updated By  
The Updated By field displays the name of the User that last saved the Procedure. 
This field is read only, displays the name of the current User in <Given Name(s)> 
<Family Name> format,  

  
Next Review Date  
The Next Review Date displays the next date that the Procedure is due for review. 
This date is updated dynamically based on the conditions within the Procedure 
based on the following definition:  
 
If the Procedure is marked as “Assessment Approved” and the “Procedure to be 
Reviewed” is ticked on the Review and Comment screen:  

• If there are no Procedure Reviews for the Safe Work Procedure:  
o Next Review Date = [Date Approved] + [Review Interval Months]  

• If there is one or more Procedure Reviews for the Safe Work Procedure:  
o Next Review Date = ([Review Date Completed]) + [Review Interval 

Months]  
   

The Review Interval Months are calculated as the number of months from the value 
in the User Field for the Review Interval selected.  

  
Status  
This read only field displays the status of the Procedure.  
 
A Status History is kept for each Status change including the Date and the name of 
the User that made the change, but it is not displayed.  
  
Status Date  
The Status Date read only field displays the date on which the Procedure’s Status 
was changed. This field will populate with the current system date the Status is 
changed to a new value.  
 

Procedure Details 

The Procedure Details section displays as follows and contains the following fields:  

 

Is The Distribution of This Procedure Restricted?  
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This field allows the user to indicate that the SWP is considered confidential or 
sensitive. When ticked, only the person entering the Procedure, Developers, 
Approvers and Person(s) Responsible will be able to search for and view the Record, 
plus any user who has the “SWP > View Confidential SWPs” security object for their 
User Profile.  
 
Title  
This field allows the user to enter a title for the SWP. This field is mandatory and 
accepts a maximum of 500 characters.  
  
Work Activity  
The Work Activity field records of the activity or tasks that are being performed for 
the safe work procedure. This field is mandatory. 
 
Category  
This drop-down field allows the user to record the category of the Procedure. This 
field is mandatory  

 
I am not the Correct Person Responsible to approve this Procedure  
Selection of this button indicates that the currently logged in User is not the correct 
person responsible for approving the Safe Work Procedure.  
 
This button is only enabled and displayed when the Safe Work Procedure Status is 
equal to “Awaiting Approval” and the logged in user is named as one of the 
Approvers.  
 
Selection of this button will do the following on the Review and Comments screen:  

• Untick the Safe Work Procedure Completed checkbox;  
• Insert into the Approval Comments field the following text:  

“Please note that I am not the person responsible to be approving this Safe Work 
Procedure. Please amend the Approver field(s) on the Procedure Details screen 
with the correct person(s) and resubmit the Procedure.”  
 
Upon saving the Safe Work Procedure, the Status of the Procedure will be set to “In 
Progress” and reassigned for amendment and resubmission.  

 

Responsible Business Units 

The Responsible Business Units group allows the user to select an area that is 
responsible for the Procedure. It is mandatory to select at least one (1) business unit 
responsible. 



P&C-WHS-GUI-891.1   SafetyNet User Guide – Safe Work Procedures Nov 2025  Page | 15 
Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version 

 
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  
 

Developers 

 

The Developer field allows the user to record the employee who created the 
Procedure and is populated with the name of Employee selected using the Search 
option in the format of <Given Name(s)> <Surname>. 

Add  
Selecting the Add button allows the user to assign multiple Developers to the 
Procedure. By clicking the Add button the Employee Search pop up window is 
displayed. Once the User selects an Employee from the Search screen a new row is 
added.  
 
Additional Developers 
Multiple Additional Developers can be added to the Procedure.  
  
This field displays as the Employee Quick Search which allows the User to type in the 
start of an Employee’s Given Name or Family Name and the System will display a list 
of Employees that match the specified text in part or in full. 
 

Approvers 

The Approvers group allows the user to record the name of employee(s) who are to 
approve the Procedure. The group consists of the following fields:  

 
Approver  
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The Approver field allows the user to record the employee who is to approve the 
Procedure and is populated with the name of Employee selected using the Search 
option in the format of <Given Name(s)> <Surname> 
 

Add Additional Approvers 
Selecting the Add button allows the user to assign multiple Approvers to the 
Procedure. By clicking the Add button the Employee Search pop up window is 
displayed. Once the User selects an Employee from the Search screen a new row is 
added.  
 

Hazardous Chemicals/Dangerous Goods 

The Hazardous Chemicals/Dangerous Goods contains the following fields:  

 
Does this SWP relate to the use of hazardous chemicals or dangerous goods?  
This radio button group allows the user to indicate whether the SWP relates the 
hazardous chemicals or dangerous goods. “Yes” and “No” options are available and 
selecting a value is mandatory.  
 

Associated Documents 

The Associated Documentation allows for users to reference and upload documents 
that were used in the creation of the risk assessment. This includes Australian 
Standards, Legislation and UOW Guidelines.   

 
Relevant attachments also include, but are not limited to:  

• Photos  
• Maps 
• Previous correspondence relating to the risk assessment 
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Risk Assessment 

 
This is where you will need to conduct a risk rating for the procedure based on 
consequence and likelihood. 
 
The "Likelihood" field records the potential Likelihood of the procedure. 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.   

  
The "Consequence" field records the potential Consequence of the prcoedure. 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.   
 



P&C-WHS-GUI-891.1   SafetyNet User Guide – Safe Work Procedures Nov 2025  Page | 18 
Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version 

Notes 

 
The “Notes” text area records any additional information regarding the record. This 
field is optional.  

3.2.2 Procedure Actions 
Action Plan 

The Action Plan group allows for multiple job steps to be inserted onto the SWP. 
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The Step records the details of each Step of the Procedure. New Steps may be added 
by selecting the Add Step button. Steps may be removed by selecting the Remove 
button.  
  
Steps can be re-ordered by selecting the Move Up or Move Down buttons within 
each Step. At least one Step must be added to save the Procedure.  
 
Add Step  
Selecting the Add Step button adds a new Step repeating Unit to the page.  
  
  
Step Number  
This read only field will be automatically populated with the sequential number of 
the step on the SWP. When the position of a Step is updated by selecting the Move 
Up or Move Down buttons the Step Number is updated accordingly based on the 
position of the Step within the Procedure.  
  
Step Title  
This field allows the user to enter a title for the step. This field is mandatory and 
accepts a maximum of 200 characters.  
 
Step Details  
This field allows the user to enter the activity or steps in the process/task that is to be 
undertaken for the safe work procedure. This field is mandatory and displays as the 
rich text editor.  

  
Potential Hazards  
This field allows the user to enter the potential hazard or hazards inherent to the 
Step within the Procedure. This field is mandatory and displays as the rich text 
editor.  
 
Controls  
This field allows the user to enter the description of controls are implemented to 
control the Hazards identified in the Step. This field is mandatory and displays as the 
rich text editor.  
 
Move Up  
Selecting the Move Up button moves the Step up one position in the Procedure.  
  
Move Down  
Selecting the Move Down button moves the Step down one position in the 
Procedure. 
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Associated Documents 

 
The attachment section allows the user to attach documents or photos relating to 
the Safe Work Procedure. Relevant attachments include, but are not limited to:  

• Photos  
• Maps 

 

Personal Protective Equipment 

The Personal Protective Equipment Required field displays the selected Personal 
Protective Equipment Required types for the procedure 
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The Description field records the description of any other equipment that may be 
required. This field is optional and accepts a maximum of 500 characters.  

3.2.3 Direct Actions 
The Direct Actions screen allows Users to assign immediate actions for a Procedure.  

 

Add Action  
Selecting the Add Action button adds a new Action unit to the screen below.  
 

Actions 

 

Action Status  
The Action Status field is a read only field that displays the current Status of the 
Action. The Current Status of the Action is defined as:  
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• If Completion Date is recorded then "Completed"  
• If Target Date is less than the Current System Date then "Overdue"  
• If Target Date is greater than or equal to the Current System Date then 

"Pending"  
  
Assigned By  
The Assigned By field allows the user to record the employee who has assigned the 
Action. When the Action is created this field is populated with the currently logged 
in User, however it may be changed. Employee Names are displayed in the format of 
<Given Name(s)> <Family Name>. 
 
This field displays as the Employee Quick Search that allows for Users to start typing 
a name to search the list of Employees. If an Employee is selected via the Employee 
Search screen displayed when selecting the accompanying Search button, this field 
is populated with the name of the selected Employee.  
 
Action Type  
The Action Type drop down list field records the type of Action to be assigned.  

 
Description Of Action  
The Description of Action field records the details of the action required by the 
Person Responsible. This field is mandatory and displays as the rich text editor.  
 
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 deselected.  
  
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.  
 
Person Responsible  
The Person Responsible read only field allows the user to record the employee who 
is responsible for the Action and is populated with the name of Employee selected 
using the Search option in the format of <Given Name(s)> <Surname>.  
 
Target Completion Date  
The Target Completion Date field allows the user to enter the date when it is 
estimated that the action is to be completed. The date entered in this field cannot 
be a past date and is mandatory.  
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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 01/01/2024, this field will populate with the date 02/01/2024);  

• 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 
01/01/2024, this field will populate with the date 14/01/2024);  

• 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 
01/01/2024, this field will populate with the date 31/01/2024).  

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

• 1 - Very High  
• 2 - High  
• 3 - Moderate  
• 4 - Low  
• 5 - Very Low.  

 

Completion Details 

 

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 actually completed. The value entered into 
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this field must be in a valid date format and cannot be a future date. This field is 
optional.  
  
When an Actual Completion Date is recorded and the Evidence of completion not 
required checkbox is not selected, the User must upload a file to the Evidence table 
in order to save the Action.  
 
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.  
 

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 Table  
The Associated Documents table allows the user to add multiple documents to an 
Action. It is mandatory that a description of the file be recorded for all Documents.  
 

3.2.4 Review and Comments 
The Review and Comment screen records the details of the review and comments 
for the Procedure.  

Summary 

 

Procedure Notes  
The Procedure Notes text area field is optional and displays as the rich text editor.  
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Procedure Completed  
Selecting the “Procedure Completed” checkbox indicates that the Developers have 
completed the Procedure and it is ready for Review and Approval by the Approver.  
  
Selecting this checkbox:  

• Populates the Date Completed field with the current system date.  
• Populates the Completed By field with the details of the currently logged in 

User.  
 
In the event that the Procedure Completed checkbox is deselected, the Date 
Completed and Completed By fields are cleared.  

Date Completed  
The Date Completed field is read only and records the date the Request was marked 
as Completed.  
 
Completed By  
The Completed By field is read only and records the name of the User who marked 
the Procedure as Completed in <First Name> <Surname> format. 
 

Approval 

 

Approval Comments  
The Approval Comments text area field is optional and displays as the rich text 
editor.  
  
Procedure Approved  
Selecting the “Procedure Approved” checkbox indicates that the Approver has 
completed their review of the Procedure and the Procedure is to be published.  
  
Selecting this checkbox:  

• Populates the Date Approved field with the current system date.  
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• Populates the Approved By field with the details of the currently logged in 
User.  

 
In the event that the Procedure Approved checkbox is deselected, the Date 
Reviewed and Reviewed By fields are cleared.  
  
This checkbox is read only be default and is only enabled when:  

• The “Procedure Completed” checkbox is selected; and  
• The logged in User is currently recorded as the Approver for the Procedure.  

 
Date Approved  
The Date Approved field is read only and records the date the Procedure was 
marked as Approved.  
  
Approved By  
The Approved By field is read only and records the name of the User who marked 
the Procedure as Approved in <First Name> <Surname> format. 

Periodic Review 

 
Selecting the Procedure to be Reviewed checkbox indicates that the Procedure is to 
be subject to ongoing Reviews. When a Procedure is created this checkbox defaults 
to being unselected.  

Review Interval  
The Review Interval field records the duration of time until the next time the 
Procedure is due for periodic review.  
 
Add Review  
The Add Review button is initially hidden and is displayed when the Procedure to be 
Reviewed checkbox is selected. Selecting this button adds a new Review Repeating 
Unit to the section.  
 
Review Date  
The Review Date field is read only and records the date each Review was performed. 
When a Review is added the Review Date populates with the Current System Date.  

  
Reviewer  
The Reviewer field is read only and records the name of the User who performed the 
Review. When a Review is added the Reviewer field populates with the name of the 
current User in <Given Name(s)> <Family Name> format, e.g. John Smith.  
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Review Comments  
The Review Comments field records the details of the review performed and any 
changes made as a part of the Review. This field is mandatory and displays as the 
rich text editor.  
 

3.2.5 File Notes 
The File Notes screen allows the User to record any associated notes for the Safe 
Work Procedure. The File Note screen is always displayed in the Side Menu for all 
Safe Work Procedures.  

 

 

Add New File Note  
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.  
 
File Notes Table  
The File Notes table displays all File Notes currently recorded for the record. New 
rows are added by selecting the Add new File Note button and existing rows are 
removed by selecting the remove button within each row.  
 
Category  
The Category drop down list field records the type of File Note. This field is 
mandatory and displays a list of all active File Note categories relevant to this record 
type.  
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Privileged and Confidential  
Selecting the Privileged and Confidential checkbox indicates that this File Note is 
confidential and subject to legal privilege. Selecting this checkbox is optional and 
defaults to being not selected.  
 
Subject  
The Subject field records the heading or title of the File Note. This field is mandatory 
and accepts a maximum of 200 characters.  

 
Description  
The Description text area field records the details of the File Note. This field is 
mandatory and displays as the rich text editor.  

  
Entered By  
The Entered By field is read only and displays the name of the User who created the 
File Note. The User’s name is displayed in <Given Name(s)> <Surname> format. 
When a new File Note is created this field populates with the name of the currently 
logged in User.  

 
Date Entered  
The Date Entered field is read only and displays date and time that the File Note was 
created in DD/MM/YYYY HH24:MM format. When a new File Note is created this field 
populates with the current System Date and Time.  
  

3.2.6 Document Summary 
The Document Summary screen displays a list of all files attached to all screens 
within the record. The Document Summary screen is always displayed in the Side 
Menu for all Safe Work Procedures. 

 
 

3.2.7 Safe Work Procedure Complete 
The Safe Work Procedure Complete screen will be displayed each time the User 
submits a Safe Work Procedure or saves an existing Safe Work Procedure. 

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 Safe Work Procedure 
If the User selects this link, they will be taken back to the Safe Work Procedure to 
make any relevant changes.   
   
View Safe Work Procedure pdf   
If the User selects this link, a new browser window will be opened displaying a PDF 
report of the submitted Safe Work Procedure.   
   

Create new Safe Work Procedure  
If the User selects this link, they will be taken to a new Safe Work Procedures Details 
screen for the entry of a new event report.   

  



P&C-WHS-GUI-891.1   SafetyNet User Guide – Safe Work Procedures Nov 2025  Page | 30 
Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version 

4. Safe Work Procedure Search 
 

The Safe Work Procedure Search screen is accessed by clicking on the Safe Work 
Procedure > Safe Work Procedure Search menu.  

 

Criteria  

The Criteria group contains the following fields:  
  
SWP Number  
The SWP Number criterion allows for the User to search for a Procedure by entering 
the Procedure’s number, in part or in full. This criterion is optional and incorporates 
automatic like searching.  
 
SWP Status  
The SWP Status drop down list criterion allows for the User to search for a Procedure 
by specifying the Procedure’s current Status. This criterion is optional and displays a 
list of all active Safe Work Procedure Statuses. 
 
Developer  
The Developer criterion allows the User to search for a Procedure based on the 
entered text matching the name of a Developer. This criterion is optional and matches 
the entered text based on the concatenation of the Given Name(s) and Family Name.  
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Approver  
The Approver criterion allows the User to search for a Procedure based on the entered 
text matching the name of an Approver. This criterion is optional and matches the 
entered text based on the concatenation of the Given Name(s) and Family Name.  
  
Date Entered From  
The Date Entered From date criterion allows for the User to search for a Procedure 
where the Procedure’s Date Entered is greater than or equal to the value specified. 
This criterion is optional and accepts any dates.  
  
The Date Entered From specified must be less than or equal to the Date Entered To 
specified.  
  
Date Entered To  
The Date Entered To date criterion allows for the User to search for a Procedure where 
the Procedure’s Date Entered is less than or equal to the value specified.  
  
The Date Entered To specified must be greater than or equal to the Date Entered 
From specified.  
 
Status Date From  
The Status Date From date criterion allows for the User to search for a Procedure 
where the Procedure’s current Status is greater than or equal to the value specified. 
This criterion is optional and accepts any dates.  
 
The Status Date From specified must be less than or equal to the Status Date To 
specified.  
  
Status Date To  
The Status Date To date criterion allows for the User to search for a Procedure where 
the Procedure’s current Status is less than or equal to the value specified. This criterion 
is optional and accepts any dates.  
  
The Status Date To specified must be greater than or equal to the Status Date From 
specified.  

  
Work Activity  
The Work Activity drop down list criterion allows for the User to search for a 
Procedure by specifying the Procedure’s Work Activity. This criterion is optional and 
displays a list of all active Safe Work Procedure Work Activities in alphabetical order.  
 
Category  
The Category drop down list criterion allows for the User to search for a Procedure by 
specifying the Procedure’s Category. This criterion is optional and displays a list of all 
active Safe Work Procedure Categories in alphabetical order.  
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Risk Rating  
The Risk Rating drop down list criterion allows for the User to search for a Procedure 
by specifying the Procedure’s Risk Rating. This criterion is optional and displays a list 
of all active Risk Ratings in alphabetical order.  
  
Key Words  
The Key Word(s) criterion allows the User to search for a Procedure based on the 
entered text. 
 

Responsible Business Unit  

The Responsible Business Unit section is initially collapsed and allows you to search 
for Safe Work Procedures based on an area. Selecting the section 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 Safe Work Procedures  

The Total Safe Work Procedures field displays a count of the total number of rows in 
the table, including all Pages if the table is paginated.  
 
Search results 
The Safe Work Procedures Search Results table displays a list of all Procedures 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 Procedure Number in ascending order. Selecting a column heading 
will change the sort order of the table.   
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