Toolkit 10 – Injury/Incident Reporting Checklist


Does your school have
Yes
No

1. 
An injury/incident reporting procedure?
(
(

2. 
A procedure for reporting serious harm to OSH?
(
(

3. 
An injury/incident register?
(
(

4. 
A procedure to investigate injuries/incidents?
(
(

5. 
A process to review the cause of injuries/incidents and remedy them?
(
(

6. 
Process to show that corrective actions are undertaken when deficiencies are identified in an investigation?
(
(

7. 
A system to demonstrate staff understanding of serious harm?
(
(

8. 
A way of educating staff, students and visitors on injury/incident reporting?
(
(

9. 
Process for collating all injury and incident data into a central database/spreadsheet for analysis?
(
(

Where necessary link any major initiatives back into your Health and Safety Plan. Refer to Action Guide 3, Toolkit 6A.
Signed

__________________________________

Dated

____/____/____

