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HSE — INCIDENT REPORTING PROCEDURE - TASMANIA

Task

Report incident to Supervisor

Supervisor to assess action to be
taken. First aid assistant may be
required or employee to be taken to
Doctor or Ambulance called.

All Medical treatment and Lost Time
Injury cases to be reported to HSE
Manager within 2 hrs of incident

Employee requiring Doctor
assistance to be accompanied by a
responsible person.

Ensure that Doctor issue workers
compensation paperwork within 24
hours

Incident report form to be completed
by injured employee or Supervisor
within 5 hrs of incident.
(Ensure that all the sections on the
front page is completed)

Injured employee to complete a
Workers Compensation form (brown

copy)

Responsibility

All employees,
contractors and
subcontractors working in
the workshop or on the
project

Supervisor

All employees,
contractors and
subcontractors working in
workshop or on the
project.

Supervisor

All employees,
contractors and
subcontractors working in
workshop or on the
project

Supervisor

Supervisor

RTW Coordinator
CLH Team Leader
HSE Manager
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Cross References / Comments

First aid treatment log sheet

List of alternative duties to be
prepared to go with employee when
attending Doctor appointment

Medical Certificate

Original Workers Claim form
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Supervisor to ensure that incident
report form is completed signed.

Give to HSE Manager.

Report Incident to Workplace
Standards Tasmania if need be.

Notify Workers Compensation of
incident by email
taswcomp@gio.com.au or phone at
03 6215 6338

Incident to be investigated
(depending on the severity to be
completed within 2 working days

from when incident occurred)

Incident data to be entered on the
BLH Safety Statistics worksheet and
Injury File

Incident to be reported to Workers
Compensation Insurer complete with
all documents within 3 working days

since the incident.

Preventative measures to be logged
on the “HSE Action Plan
spreadsheet”

Develop a RTW plan if an employee
is likely to be totally or partially
incapacitated for work more than 5
days but less than 28 days

Supervisor

HSE Manager
RTW Coordinator

CLH Team Leader
HSE Manager

HSE Manager

HSE Manager

RTW Coordinator
HSE Manager

HSE Manager

RTW Coordinator
HSE Manager
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Original Workers Claim form

Employer Claim form
Medical Certificate

Medical accounts

*For LTI include copy of employee
pay slip for time off work

“HSE Action Plan spreadsheet”

Injury Management Program
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Discuss incident, findings and
recommended preventative
measures at the ESR Committee
meeting

Review effectiveness of preventative
measures

Notify injured employee of status of
claim in writing within 28 days

Records of injury, injury treatment

and management to be kept for 10

years after last day of services of
injured employee

HSE Manager — Paul Humphris

BLH Engineering and Construction Pty Ltd

ESR Committee
HSE Manager

RTW Coordinator
HSE Manager

RTW Coordinator
HSE Manager

RTW Coordinator — Paul Humphris with CLH to assist

CLH Team Leader — Amanda Bricknell
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Meeting minutes

Employee letter

Workers Claim form
Employer Claim form
Medical Certificate

Medical accounts
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