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Reporting a Hazard  

When logging a report of a Hazard (something that could cause harm to someone or the environment) within 
riskware, include enough detail to support Nominated Supervisors, Course Coordinators and/or relevant staff 
members can determine what actions should be taken to resolve the hazard. Start by identifying the exact location of 
the hazard and include photographs (if you can) to support these staff members to make decisions about the Control 
Measures (treatments) which could be applied to resolve the hazard. 

Some examples of hazards which may be reported: 

A broken step, a staff member is working on a ladder which is not barricaded off from pedestrians, staff members are 
walking across a driveway which is a blind spot, large items are left on the ground which creates a trip hazard.   

What appears on screen Instructions 

 

Step 1:  
Click on the Incident/Hazard Reporting – Report an 
Incident/Hazard. 
 
  
 
 
 

 

Step 2:     
Select Hazard to report any hazardous situaltion 
which could result in injury to either yourself or 
another person.  

 

Step 3:     
Who noticed the hazard? If you select ‘Another 
Person’ you will be asked to identify the person on the 
next page of the report.   

 
 

Step 4:     
Enter the date and time that the hazard was noticed. 

 

Step 5:     
Enter the details of the hazard starting with the 
location of the incident. 
Use the drop down to select the relevant campus 
location. Use the dropdown menu to select the 
appropriate location category. 
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What appears on screen Instructions 

 

Provide enough detail to allow the reader of the report 
to identify the location of the hazard. 

Click  to move to the next page. 
 

 

Step 6:     
Identify if the hazard has the potential to cause 
environmental damage. If ‘Yes’, use the dropdown 
menu to select the possible impact. 
 

 

Step 7: 
Using the dropdown menu select what could occur as 
a result of the hazard and what is the likely cause of 
the hazard.   

 

Step 8: 
Select who the hazard will be assigned to. Typically it 
will be your Nominated Supervisor. They will receive a 
notification and will be required to follow up with the 
review and assignment of the actions to prevent an 
incident occurring. 
To find the required person use the  icon, enter 
details (first and/or last name), click search and then 
select. 

 

 

Step 9: 
Enter any further details of staff, students and others 
that have been notified of the hazard, and the date 
and time. 

Click  to move to the next page. 
 

 

Step 10: 
Attachments can be added to the such as photos, 
previous incident hazards, maps, etc. 

Click  to move to next page.   
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What appears on screen Instructions 

 

Step 11: 
List and action which were taken to make sure the 
hazard does not result in an incident occuring e.g. 
barricaded the area, sealed with hazard tape, cleaned 
the spill, removed the damaged item, etc.. 
This should be a physical action resulting in an instant 
change. If a verbal notification is made, the hazard 
may not have been resolved and the potential for 
injury still exists.   

 

Step 12: 
List any additional actions required to assist in 
reducing or eliminating the hazard, e.g. changes in 
procedures, training, preventative maintenance, 
design review processes, redesign of existing layout, 
etc.  
 

 

Step 13: 

Click on the  button to finalise the reported 
hazard. A confirmation email will be sent to you once 
the hazard has been logged. You will receive a 
notification when the hazard report has been 
resolved.  

 
 


