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1. Introduction

SafetyNet is the online system for recording hazards/incident reports, safe work
procedures, risk assessments and workplace inspection checklists. This guide assists users
in the completion of online inspection checklist forms.

Section 1.1 provides instructions for accessing SafetyNet and Section 2 provides an
overview of navigating SafetyNet The detail specific to Inspection Checklists commences
from Section 3.

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.

Home » ABOUTUOW » Campus services & facilities > Safe at work
SAFE AT WORK

Contactus

Emergency pracedures

Safe at work

The Wellbeing Health and Safety Unit provides advice and support to University of Wollongong workers, students,
contractors and visitors to ensure that health and safety risks can be managed in accordance with the UOW WHS
Managerment System.

Keep an eye on our WHS What's On links at the bottom of this page for monthly events, webinars and activities

SafetyNet upgrade: new version has launched!

iy comple ready to use!

our vendor to correct issues with access to RA's and SWP's as well as

WHS quick links
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Figure 1: Safe at Work Webpage, University of Wollongong
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2. SafetyNet Navigation

2.1 DASHBOARD

Home Incidents ~ Audits ~ Risks ~  Safe Work Procedures -  Action Search Administration ~ Logout

Figure 2: SafetyNet 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 Section
3 Inspection Checklist for more information.

Risks
This form records risk assessments including the hazards, the risk level and controls to
Mmake 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.
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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
Thisis the status of the report.

Status Date
This is the date the report status was last updated.
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3. Inspection Checklists

3.1 INSPECTION CHECKLIST FORM NAVIGATION

Completing an Inspection Checklist in SafetyNet is an effective way to document the
Workplace Inspection process and record corrective actions.

For detailed information on responsibilities, inspection frequencies and processes, refer to
the Workplace Safety Inspection Guidelines.

Inspection Checklist Numbering

A uniqgue number for each Inspection Checklist will be automatically assigned in the
following format: CHKYYNNNNN

Where:
e YYisthe last two numbers for the calendar year in which the checklist was created.
e NNNNN is a sequential number for each Inspection Checklist within each calendar
year.

3.1.1 Status

The following status are defined for various stages of the Inspection Checklist process:

Status Definition

Entry in Displays when a new Inspection Checklist has been created but

Progress not yet saved.

Scheduled Displays when an Inspection has been scheduled but not yet
completed.

In Progress Displays when an Inspection has been conducted and has a
Date Conducted recorded.

Awaiting Displays when an Inspection has been conducted and marked

Approval as completed, but is not yet approved.

Closed Displays when an Approver has manually marked the Inspection

as Approved and is therefore Closed.
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3.1.2 Inspection Checklist Process

Inspection Checklist Overview
lf ™ o~

Schedule
Inspection

P -

Complete
Questions and
propose Actions

Approve
Checklists and
Actions (optional)

Complete
Inspection

Implement Actions

Figure 3: Inspection Checklist Overview

Step 1. The inspection is recorded in SafetyNet and is scheduled to be completed at a
future date, or within a date range.

Step 2. The inspection is conducted, all questions completed, and corrective actions
proposed and assigned.

Step 3. The inspection checklist is marked as completed by the individual completing the
inspection.

Step 4. The approver approves the checklist and proposed actions.

Step 5. Once the inspection checklist has been approved, the proposed actions will
appear on the ‘My Actions’ section on the relevant individuals Dashboard for action and
implementation.

Inspection Checklist Process

Step 1. A new Inspection is created and the Inspection’s Status is “Entry in Progress”.

Step 2. The User completes all of the mandatory information, including a Date
Scheduled. The Inspection is saved and an Inspection Checklist Number is assigned.
e The Inspection’s Status is set to “Scheduled”.
e The newly saved Inspection is displayed on the Audit Calendar.
e ATask is displayed on the Dashboard for all Users recorded as the Inspection
Team to Complete the Inspection.
e The Checklist Scheduled Email Notifications are triggered.

Step 3. Once the Inspection is conducted, which may be immediately or in the
future, a Date Commenced is recorded.

e The Summary & Approval page is displayed.

e The Inspection’s Status is set to “In Progress” after the Inspection is saved.

Step 4. Once the questions have been answered and Actions proposed, the User
marks the Inspection as complete on the Summary & Approval screen:
e [fthe Inspection is marked as to be Approved, the process continues in Step 5.
e [fthe Inspection is not marked to be Approved, the process continues in Step 7.
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Step 5. For Inspections that are marked to be Approved.

e The Inspection’s Status is set to “Awaiting Approval”.

e A Task is displayed on the Dashboard for all Users recorded as the Approvers to
Approve the Inspection.

e The Checklist Awaiting Approval Email Notifications are triggered.

Step 6. The Approver reviews the Inspection Checklist:

e In the event that answers to the Questions or Recommended Actions are not
sufficient, the Responsible Manager de-selects the Inspection as Complete.
o The Complete the Checklist Task is re-displayed on the Dashboard of the
Inspection Team.
o The Checklist Approval Rejected Email Notifications are triggered.

Step 7. The Approver marks the Inspection as Approved or the Approval
Process is not applicable:

e The Inspection’s Status is set to “Closed”.

e The Checklist Approved Email Notifications are triggered.

e The Checklist Action Assigned Email Notifications are triggered.

e A Task is displayed on the Dashboard for all Persons Responsible for the Actions to
Complete the Action

Step 8. The Actions are now assigned to the Persons Responsible.

Step 9. The Person(s) Responsible review the Action assigned.
e 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:
e Selects the Task from the Dashboard
e Entersthe Actual Completion Date.
e Records a Description of Action Completed
e |f Evidence of Action Completion is required a file is uploaded as evidence.

Step 11. The Action is then Completed
e The Taskis removed from the Person Responsible’'s Dashboard.
e The Inspection Action Completed Notifications are triggered.
e Ifthe Action is marked as requiring Verification, the Action moves to the Action
Verification process
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Step 12. At any later date if the Action is deemed to not be complete, a User can

clear the Actual Completion Date for any Action.
e The Inspection Action Rejected Email Notifications are triggered.

e ATask isdisplayed on the Dashboard for the Person Responsible for the Action to

Complete the Action.

Step 13. If the Action is marked as requiring Verification:

e The“Inspection Action Verification” task is displayed on the Verifier's Dashboard.
e The “Inspection Action Verification Assigned” Email Notification is sent.

Step 14. The Verifier verifies the Action from either the Dashboard or Inspection
and marks the Verification as completed.

e The “Inspection Action Verification” task is removed from the Verifier's
Dashboard.
e The “Inspection Action Verification Completed” Email Notification is sent.
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3.1.3 Saving the Inspection

When saving an Inspection, the following steps and validations will take place:

If the Inspection has a Date
Scheduled, but no Date
Commenced:

The Status for the Inspection will be set to
“Scheduled”.

If the Inspection’s Status is changed to
“Scheduled” as a part of this step, the
Inspection Scheduled Email Notifications are
triggered

If the Inspection has a Date
Commenced, but not
marked as “Inspection
Completed” on the
Summary & Approval
screen:

The Status for the Inspection is set to “In
Progress”

If the Inspection is marked
as “Inspection Completed”
on the Summary & Actions
screen and the “Approval of
Checklist required” is
selected:

The Status for the Inspection is set to “Awaiting
Approval”

If the Inspection’s Status is changed to “Awaiting
Approval” as a part of this step, the Inspection
Awaiting Approval Email Notifications are triggered.

If the Inspection was
marked as “Completed” on
the Summary & Approval
screen and the “Inspection
Completed” checkbox is
unselected:

If the Inspection’s Status is changed to “In Progress”
as a part of this step

The Inspection Approval Rejected Email Notifications
are triggered.

If the Inspection is marked
as “Inspection Approved”
on the Summary & Actions
screen and the “Approval
of Checklist required” is not
selected:

The Status for the Inspection is set to “Closed”

If the Inspection’s Status is changed to “Closed” as
a part of this step, the Inspection Closed Email
Notifications are triggered.

The Inspection Action Assigned Email Notifications
are triggered

If the Inspection was
marked as “Inspection
Approved” on the
Summary & Approval
screen, but is no longer
marked as “Inspection
Approved”:

If the Inspection’s Status is changed to “Awaiting
Approval” as a part of this step

The Inspection Awaiting Approval Email Notifications
are triggered.

If the Person Responsible changes for an Action, and that Action does not have an
Actual Completion Date, the Inspection Action Assigned Email Notifications are

triggered for that Action.
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3.2 NEW INSPECTION CHECKLIST FORM

Menu

The Menu is the main navigational tool within the Inspection Checklist form. It
allows users to access all sections of the checklist that need to be completed.
Additionally, the Menu provides a visual overview of the sections and their
completion status.

To move between sections, users can left-click on the corresponding menu item. The
Menu control window will follow the structure shown below:

- Checklist Details and Commencement Details
Menu are common to all Inspection Checklists.

Checklist Details . . . =
- Sections 1to 19 (in this example) are the specific

Commencement Inspection Checklists sections with questions to
Details be answered and actions to be assigned where
applicable.

01 Laboratory Details

02 Unused and - Summary and Approval - this section enables
the user to mark the inspection checklist as
complete when all sections have been

Unwanted Chemicals and

Equipment ‘ .
‘ completed. The approver will then review the
#' 03 Work Environment inspection checklist and mark as approved in
04 Signage the Approval sub-section.
¢ 05 Documentation - Document Summary - this section provides a

summary list of all documents that have been

06 Emergenc
e uploaded during the inspection.

Requirements

#' 07 Electrical - File Notes - this section provides the user with
the opportunity to add any additional notes

08 Hazardous Manual . .
relevant to the inspection.

Tasks
09 Personal Protective - Linked Incidents — this section provides the user
Equipment the opportunity to add a linked incident to the

inspection checklist, if relevant.
10 Chemicals

11 Compressed Gases ) ) )
When completing the Inspection Checklist, the

12 Cryogenics icon beside each section name in the Menu will
change to indicate its completeness status.

These statuses are as follows:



13 Biosafety Incomplete - this icon indicates that the

section has not yet been completed.
" 14 Biosecurity

(# 15 PC2 Laboratories ¥ Complete - this icon indicates that the
section has been completed.
16 Lasers
17 Radiation @ Contains an Error —this icon indicates that
the section has an error which will need to be
18 Plant and

rectified before the completed checklist can
Equipment be submitted.

" 19 Other comments
Summary & Approval
Document Summary

File Notes

Linked Incidents

Other Navigational Buttons

Information On the selection of the Information
hyperlink, any 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.

© Previ © Next Previous page The Previous Page arjd Next Page buttons

and next page  allow the user to navigate back to the
previous screen that was open within the
inspection checklist and proceed to the
next screen of the inspection checklist.

Save The Save button is displayed to users on
various inspection checklist screens.
Selecting Save will save the inspection
checklist to the SafetyNet Database. It will
not complete the inspection checklist

| "1

process.
@ Return to the Dashboard TACLALLLR LY The Return to Dashboard button allows
Dashboard 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:
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[oT—— x|

Are you sure you want to return to the dashboard without
saving?

o ] one

Figure 4: SafetyNet warning message regarding unsaved changes before returning to dashboard

On the selection of the OK button the Inspection Checklist progress since the last
save will not be saved, and the user will be taken to their Dashboard.

On the selection of the Cancel button the user will be taken back to the Inspection
Checkilist.

3.2.1 New Checklist

New Checklist

To create a new inspection checklist, select Audits from the Main Menu, followed by
New Checklist.

Home Incidents ~ Audits ~ Risks ~  Safe Work Procedures ~  Action Search Administration ~  Logout

New Audit
Dashboard s iona Wells

Audit Search

Checklist Search

@ Create New Incident/t

Audit & Checklist Calendar
Figure 5: Audits - New Checklist

Select a checklist type
The checklist type selected will depend on the area being inspected.

Checklist type options are:
e Accommodation Inspection Checklist (to be developed)
e General Areas Inspection Checklist
e Laboratory Inspection Checklist
e Workshop Inspection Checklist (to be developed)
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3.2.2 Checklist Details

Details in Entered by and Status are auto-populated.

Checklist Details

Checklist Details (2]

Checklist Type: Safety

Checklist Category: Safety

Checklist Template: Laboratory Inspection Checklist v1

Enterprise Risk Category: v

Date Scheduled From: * 01/12/2025 | £ Date Scheduled To: * 31/12/2025 | 4

Figure 6: Checklist Details

Leave Enterprise Risk Category blank.

Enter a Date Scheduled From and a Date Scheduled To. If the inspection is going
to be conducted within a specified period in the future, the date range can be
entered. Alternatively, the dates can represent the actual date of the inspection.

The Date Scheduled From and Date Scheduled To fields enable the inspection to be
“scheduled” and it will appear on the Audit & Checklist Calendar once the
inspection checklist has been saved. Using the Audit & Checklist Calendar is an
optional function.

Elements and Standards & Rules

The Elements and Standards and Rules sub-sections can be skipped.

Inspection Team.

Inspection Team

Lead Team Member: Fiona Wells Q Search | €@ Add

Additional Team Member: * Ryan Cole Q Search @ Remove

Figure 7: Inspection Team

Lead Team Member
The lead team member will automatically be assigned to the individual creating the
checklist.
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Additional team members can be added by selecting Add and using the search
function.

Approvers

Approvers

Approval of Checklist required

Approver: Darren Smith Q Search | @Add = 4 Clear

Figure 8: Approvers

Ensure the Approval of Checklist required check box is ticked in the Approvers
sub-section and the appropriate Approver has been nominated.

Approver

The approver will depend on the area being inspected and who has ownership of the
inspections for the area. Consult with your supervisor if you are not sure who the
approver should be.

Associated Documents

Associated Documents (2]

Drag documents and/or photos from your computer and drop them here to upload them. & Upload

File Name Description Privileged and

Confidential

Initial Checklist Form.pdf O

Figure 9: Associated Documents

The Associated Documents sub-section enables the inspector to upload any relevant
inspection documents.

Upload
The upload button allows the user to search and locate the file to be attached to the
inspection.

Description
A description can be entered in the Description field.

Privileged and Confidential
For any confidential documents, select the Privileged and Confidential checkbox. It
is not mandatory to add Associated Documents.
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The system will automatically populate a progress version of the inspection if the
user has partially completed the inspection, selected Save and then completed the
inspection later.

Notes

This is a test Inspection created to take screenshots for the User Manual

Figure 10: Notes

The Notes sub-section can be used to add any miscellaneous notes regarding the
inspection. This field is optional.

Save
Select Save on the bottom right-hand side of the screen.
e An inspection number is then assigned.
e The inspection’s status will be set to “scheduled”
e The newly saved inspection is saved on the Audit & Checklist Calendar.
e ATask is displayed on the Dashboard for all assigned Inspection Team
members to complete the inspection.
e The Checklist Scheduled Email Notifications are triggered.

3.2.3. Commencement Details

Commencement Details

The Commencement Details screen allows users to enter the details in relation to
the commencement of the Inspection Checklist.

Commencement Details

Date Commenced: 16/12/2025 | [

Figure 11: Commencement Details

Date Commenced
Enter the Date Commenced in the Commencement Details sub-section. This field
does not accept future dates.
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Responsible Manager

Responsible Managers

Responsible Manager: Ryan Cole Q, Search ©Add A Clear

Figure 12: Responsible Managers

Nominate the Responsible Manager in the Responsible Managers sub-section. This
will normally be the individual who is responsible for the space (eg., laboratory or
workshop supervisor).

Responsible Business Unit

Responsible Business Unit (2)

Faculty/Portfolio * Faculty of Science Medicine and Health v Division School of Science v

School/Unit School of Science

€© Add Responsible Business Unit =€) Remove Responsible Business Unit

Figure 13: Responsible Business Unit

Complete the details in the Responsible Business Unit sub-section by selecting the
relevant Faculty/Division/School from the drop-down menus. Note: you may need
to select the same item in both Division and School/Unit depending on the
organisational structure.

Checklist Location

Checklist Location

Location Type: On Campus v

Site: * Wollongong Campus - 43 - Sciences Teaching Facility ~

Figure 14: Checklist Location

Location Type

In the Checklist Location sub-section, for Location Type select whether the
inspection is occurring on campus or off campus.

Most inspections will be for on campus locations.

Site
Select the specific on campus Site from the drop-down menu (e.g., Wollongong
Campus - 43 — Sciences Teaching Facility).
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Select Next

The pre-assessment sections are now complete, and inspection-related questions
can now be addressed.

The Laboratory Inspection Checklist will be used as an example to demonstrate the
checklist completion process; however this process remains consistent across all
checklist types.

3.2.4 Conducting the Inspection

The Menu on the left-hand side of the Inspection Checklist Form identifies the
sections to be completed (refer Section 3.2). This can be used to navigate through
the checklist, alternatively selecting Next will enable the user to navigate through to
the next section.

Entering Room Details

I

01 Laboratory Details

1.1 Room Number

Comment: 43.101

Figure 15: Laboratory Details

Enter the Laboratory Details (Room Number) using the format Building
Number.Room Number, e.g., enter 43.101 to represent building 43, room 101. Then
select Next.

Inspection Checklist Questions

02 Unused and Unwanted Chemicals and Equipment

!

2.1 Are there any historical samples and/or chemicals and reagents that are no longer required?

O Yes @ No O Not Applicable

Guidance: This question relates to the presence of any unused/unwanted chemicals or samples in this laboratory.

Figure 16: Question Format Examples

Answer Yes, No or Not Applicable to each of the questions. Some questions will
include additional information, such as Guidance text to assist the user.
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03 Work Environment (2]

3.1 The general area is tidy and free of obstruction and mess.

OYes @No O NotApplicable

If response is NO, use ADD ACTION to enter a corrective action.

Guidance:

© Add Comment @) Add Attachment @) Add Action

Figure 17: Question Format Example - Selecting No and adding a Corrective Action

With the exception of the first couple of questions relating to historical samples and
equipment, and questions asking ‘is this section applicable?’, all questions are
written in a way that if ‘No’ is the answer, there is an issue and a corrective action will
need to be entered.

Adding Comments, Attachments & Actions

Comments

© Add Comment @) Add Attachment @) Add Action

Comment: There are empty boxes being stored in the main area of the lab and they blocking the walkway.

Figure 18: Using add comments

In the example provided, it has been identified that the area is untidy. The user can
select Add Comment to provide additional detail as to what the untidiness might
be.

Attachments
Attachment
Drag documents and/or photos from your computer and drop them here to upload them. & Upload
File Name Description Privileged and Confidential
There are currently no Documents uploaded

Figure 19: Using add attachment

Additionally, the user can add a photo, to further describe the issue by selecting Add
Attachment and Upload to upload a photo from their device.
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Add Action
If uploading an attachment to further describe an issue, the user will also need to
add a corrective action by selecting Add Action.

A separate Action Details section will be added to the checklist and the following
details need to be populated.

3.2.5 Adding an Action

Action Details

Action Details

Related Section: 03 Work Environment

Related Question: The general area is tidy and free of obstruction and mess.

Action Status: Pending Verification Status: Action yet to be completed
Assigned By: Fiona Wells

Action Type: * Corrective Action v
Pre-Action Hierarchy of Control: Administration, training and instruction v
*

Post-Action Hierarchy of Control: | Administration, training and instruction v
*

Description of Action: *
B [/ U = B E = = B T_ Font- 1T,

Dispose of the empty boxes in the large recycling bin in the bin compound.

Description of Evidence Required: *

B 1 u B = =E = = B T_ Font- 1T

Empty boxes have been removed.

Person Responsible: * EM Service Centre

Target Completion Date: * 31/12/2025  #A Priority: * 4-Low .

Figure 20: Action Details - Adding an Action

The Action screen records the details of the corrective Action related to the
Inspection.

One or more Actions may be added to each Inspection, and it is optional to add an
Action to an Inspection.

Note, if an issue or non-conformance has been identified, an action must be added.
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Action Type

Select the most appropriate response from the menu items (Corrective Action,
Preventive Action, Good Practice, Opportunity for Improvement). Corrective Action
will be the most common response.

Pre-Action and Post-Action Hierarchy of Control.

The Pre-Action Hierarchy of Controls drop down list field records the type of
control implemented prior to this Action being applied. The Post-Action Hierarchy
of Controls drop down list field records the type of control implemented post to this
Action being applied It is not critical to get this right — just make a logical guess.

Description of Action Taken
Describe (briefly) the action to be taken in the Description of Action sub-section.

Description of Evidence Required
Describe (briefly) the evidence required to prove that the action has been taken in
the Description of Evidence Required sub-section.

Person Responsible

Nominate a Person Responsible by using the Search function or typing the
individuals name in the Person Responsible field and selecting their name. Note,
actions to be assigned to IPD need to be entered as FM Service Center, type FM in
the yellow field and the full name will come up, which can then be selected.

Target Completion Date & Priority
Enter a Target Completion Date and a Priority.

Root Cause Analysis

The Root Cause Analysis sub-section can be skipped over.

Completion Details

The Completion Details sub-section and Evidence of Completion are to be
completed by the individual assigned to the corrective action.
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Completion Details

Actual Completion Date:
Description of Action Completed:
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Evidence of Completion

File Name

Drag documents and/or photos from your computer and drop them here to upload them.

Descrivt

Privileged and Confidential

There are currently no Documents uploaded.

&3 Upload

Figure 21: Completion Details

Action 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 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.

Evidence of Completion & Upload

The Evidence of Completion sub-section allows users to upload multiple

attachments showing evidence that the action has been completed.

Verification Details

Verification Details

O Verification of Action Required

Figure 22: Uncheck verification details

P&C-WHS-GUI-892.1 SafetyNet User Guide — Inspection Checklist Nov 2025

Page | 22

Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version



In the Verification Details sub-section, uncheck the Verification of Action Required
checkbox.

Continue the checklist by selecting the appropriate section
from the Menu. Note, the completed sections will be green
Checklist Details and the incomplete sections will be yellow. Continue
 Commencement completing the checklist, and add corrective actions where
Details required.

[ 01 Laboratory Details
[« 02 Unused and

Unwanted Chemicals and
Equipment

03 Work Environment
04 Signage

05 Documentation

Figure 23: Menu showing completed and incomplete sections

Sections which may not be applicable

10 Chemicals (2]

Chemicals - is this section applicable?

OYes @No O NotApplicable

Guidance: This section is applicable whenever chemicals are present in the laboratory, regardless of the volume or type.
Even small amounts of chemicals, such as common household cleaning products and disinfectants, can still pose
risks if they are stored or handled incorrectly. The intent is to ensure that all chemicals used and stored in
laboratory spaces are managed safely and in line with legislative requirements. Only select No or NA if there are
no chemicals present at all.

Figure 24: Applicable Sections

Note, some sections towards the end of the checklist (e.g., Chemicals, Compressed
Gases, Cryogenics) may not be relevant to all laboratories, therefore there will be a
guestion asking “is this section applicable?". Selecting Yes, will bring up the relevant
guestions and selecting No or Not Applicable will enable the section to be skipped. If
you are not sure, you can select Yes, look at the questions, and select No if it is
decided that the section is Not Applicable.

P&C-WHS-GUI-892.1 SafetyNet User Guide — Inspection Checklist Nov 2025 Page | 23

Hardcopies of this document are considered uncontrolled please refer to UOW website or intranet for latest version



3.2.6 Summary and Approval

Marking the Inspection as Complete

Inspection Checklist Summary and Conclusion:
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The laboratory is well maintained. Keep up the good work!

Inspection Checklist Completed Date Completed: 17/12/2025 | & Completed By: Fiona Wells

Figure 25: Summary and Approval

After all the sections have been completed the user will come to the Summary and
Approval page. In the Summary sub-section, enter a comment in the space
provided, if applicable.

Mark the Inspection Checklist Completed checkbox to verify that the checklist has
been completed. This will then populate the Date Completed field with the current
date and the Completed By field with the details of the currently logged in user.

3.2.7 Document Summary

Document Summary

Description Privileged and Confidential

There are no documents

Figure 26: Document Summary

The Document Summary section will then display. This is a list of all documents that
have been uploaded during the inspection. No action is required. Select Next
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3.2.8 File Notes

File Notes
Press the Add File Note button to add a new File Note to this Inspection Checklist © Add File Note
Date Category - Subject Description Confidential

There are currently no File Motes

Figure 27: File Notes

The File Notes section will then display. This section is not mandatory but provides
the user the opportunity to add any additional notes relevant to the inspection by
selecting Add File Note.

3.2.9 Linked Incidents

Linked Events

Press the Add New Linked Event button to link an Event to this Inspection Check List. @ Add Linked Incident

Incident Number Incident Type(s) Description Incident Date/Time Status

There are currently no Linked Events.

Figure 28: Linked Incidents

The Linked Events section will then display. This section is not mandatory but
provides the user the opportunity to add a linked incident to the checklist by
selecting Add Linked Incident.

Select Save to submit the completed Inspection Checklist
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3.2.10 Checklist Complete

Thank you for completing the Checklist.
The details of the Checklist have been saved in SafetyNet.

Checklist Number: CHK2500259

(- Return to the Dashboard (¢ Edit Checklist ‘View Checklist PDF 0 Create New Checklist

Figure 29: Checklist Complete

Return to the dashboard
If the User selects this link, they will be taken to the Dashboard screen.

Edit Checklist
If the User selects this link, they will be taken back to the Checklist to make any
relevant changes.

View Checklist pdf
If the User selects this link, a new browser window will be opened displaying a PDF
report of the submitted Checklist.

Create New Checklist
If the user selects this link, they will be taken to a new Checklist screen for the entry
of a new event report.
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4. Checklist Approval Process

4.1 CHECKLIST APPROVAL PROCESS

To review the completed Inspection Checklist, the Approver selects Approve
Checklist from their My Actions list.

‘ ‘ CHK2500259 Inspection Laboratory Inspection Checklist vl Approve Checklist 24/12/2025 Not Assigned Pending ‘ ‘
Checklist

Figure 30: Approving a Checklist

4.1.1 Approving a Checklist

Approval Comments:
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Great work, very comprehensive.

Inspection Checklist Approved Date Approved: 18/12/2025 | B Approved By: Ryan Cole

Figure 31: Approval

If the Approver is satisfied that the Inspection Checklist is complete and actions have
been appropriately assigned, the Approver will mark the Inspection Checklist
Approved checkbox. This will then populate the Date Approved field with the
current date and the Approved By field with the details of the currently logged in
user.

Changes prior to approval

If the Approver needs the developer to make some changes prior to approval, then
the Approver can un-check the Inspection Checklist Completed checkbox in the
Summary sub-section. This will return the Inspection Checklist to the developer and
change the status back to “In progress”. The Approver can enter any supporting
notes or comments in the Summary sub-section.
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Checklist Approved

Once the Inspection Checklist has been Approved, the inspection’s status is set to
“closed” and any actions are now assigned to the Persons Responsible. A task will
be displayed on the Dashboard for all Persons Responsible to Complete the Action.

4.1.2 Completing Assigned Actions

The Person(s) Responsible can now complete their assigned action(s).

Inspection Dispose of the empty boxes in the large recycling bin in the bin compound. Complete Checklist 31/12/2025 4-Low Pending
Checklist Action

Figure 32: Completing assigned actions

The task will be displayed in the Person Responsible My Actions list. Select
Complete Checklist Action.

The Action Details webform page will be displayed describing the action required.

Action Details

Assigned By: Fiona Wells

Action Type: * Corrective Action

Description of Action:

B [/ U = = = = = = 1_ Font- 1T

Dispose of the empty boxes in the large recycling bin in the bin compound.

Description of Evidence Required:
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Empty boxes have been removed.

Figure 33: Action Details - Completing Assigned Actions
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Completion Details

Completion Details

Actual Completion Date: 18/12/2025 | (81
Description of Action Completed: *
B | U i E E 3 8 T_ Font- T

The boxes were taken to the recycling bin in the bin compajund.

Evidence of Completion
Drag documents and/or photos from your computer and drop them here to upload them.

°¢- | Photo of laboratory showing that the boxes have been removed =]

E)save  © Cancel

Figure 34: Completion Details

Record the Actual Completion Date and enter a Description of Action Completed.

If Evidence of Completion is required, upload supporting evidence. In this example,
a photo of the laboratory showing that the boxes had been removed was uploaded
as completion evidence. Select Save. The Action is then completed, and the task will
be removed from the person’s dashboard.

In the event that the Verification of Action required checkbox was selected, the
“Inspection Action Verification” task will be displayed on the Verifier's Dashboard.
The Verifier than verifies that the Action has been completed and marks the
Verification as completed. The “Inspection Action Verification” task will then be
removed from the Verifier's Dashboard.
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5. Checklist Search

The Inspection Checklist Search screen is accessed by clicking on the Audits >

Checklist Search menu.

Criteria

Checklist Number:

Checklist Type:

Checklist Template:

Scheduled Period From:

Date Completed From:

Checklist Status:

Checklist Classification:

Key Word(s):

Scheduled Period To:

Date Completed To:

Status Date From: ] Status Date To: B
Team Member: Approver:
Enterprise Risk Category: v

Responsible Business Unit

Faculty/Portfolio ~| Division v

School/Unit v

Checklists @

Figure 35: Checklist Search
Criteria

Checklist Number

The Checklist Number criterion allows for the User to search for a Risk Assessment
by entering the Risk Assessment's number, in part or in full. This criterion is optional
and incorporates automatic like searching.

Checklist Status

The Checklist Status drop down list criterion allows for the User to search for an
Inspection Checklist by specifying the Inspection’s current Status. This criterion is
optional.

Checklist Type
The Checklist Type drop down list criterion allows for the User to search for a
Checklist by specifying the Checklist's Type. This criterion is optional\

Checklist Classification
The Checklist Classification criterion will be optional and display a list of all active
Checklist Classifications for the selected checklist type
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Checklist Template

The Checklist Template drop down list criterion allows for the User to search for an
Inspection Checklist by specifying the specific Checklist Template that was used.
This criterion is optional.

Key Words

The Key Word(s) criterion allows the User to search for an Inspection based on
the entered text. This criterion is optional and incorporates automatic like
searching.

The Key Words criterion will search within the following fields within the
Inspection:

o Checklist Details
o Notes
e Checklist Section Repeating Page
o SectionTitle
o Question Description
o Comment
e Action
o Description of Action
o Description of Action completed
e Summary & Approval
o Inspection Summary and Conclusion
o Approval Comments

Scheduled Period From

The Scheduled Period From date criterion allows for the User to search for an
Inspection Checklist where the Inspection’s Scheduled Period is greater than or
equal to the value specified.

That is, all Inspections where the Date Scheduled To is greater than or equal to
the specified date. This criterion is optional and accepts any dates.

The Period From specified must be less than or equal to the Period To specified

Scheduled Period To

The Scheduled Period To date criterion allows for the User to search for an
Inspection Checklist where the Inspection’s Scheduled Period is less than or
equal to the value specified.

That is, all Inspections where the Date Scheduled From is less than or equal to
the specified date. This criterion is optional and accepts any dates.
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The Period To specified must be greater than or equal to the Period From
specified.

Date Completed From

The Date Completed From date criterion allows for the User to search for an
Inspection Checklist where the Inspection’s Date Completed is greater than or equal
to the value specified. This criterion is optional and accepts any dates.

The Date Completed From specified must be less than or equal to the Date
Completed To specified.

Date Completed To

The Date Completed To date criterion allows for the User to search for an
Inspection Checklist where the Inspection’s Date Completed is less than or equal
to the value specified. This criterion is optional and accepts any dates.

The Date Completed To specified must be greater than or equal to the Date
Completed From specified.

Status Date From

The Status Date From date criterion allows for the User to search for an
Inspection Checklist where the Inspection’s current Status Date 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 an Inspection
Checklist where the Inspection’s current Status Date 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.

Team Member

The Team Member criterion allows the User to search for an Inspection based on
the entered text matching the name of at least one of the Employees recorded
as a member of the Team for the Inspection.
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Approver

The Approver criterion allows the User to search for an Inspection based on the

entered text matching the name of at least one of the Employees recorded as an
Approver for the Inspection.

Responsible Business Unit

Faculty/Portfolio, Division & School/Unit

These fields are searchable using drop down lists from the UOW People &
Culture data file.
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6. Version Control Table

Version Control |Date Released Approved By Amendment
1 Nov 2025 Senior Manager Document
WHS created
2
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