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	RMSS Incident  Process– The Complete Chronological Process


	Logging In

· Use your web browser to navigate to:
http://adelaideuni.theriskmanager.com.au/theriskmanager/
· If you would like to practice using RMSS without having the data you enter being saved live, go to the test server at:
http://adelaideuni.theriskmanager.com.au/test/
· To log in, use your University of Adelaide Username (your staff ID number, preceded by a small “a”, thus:  a1234567)

· Use the Password that was issued to you after you attended RMSS training, sent to you via email. If you have previously logged in to RMSS and changed your password, use the new password that you assigned to RMSS.

· Click the “Login” button.

· RMSS will load and display Your Personal Dashboard page.

Getting Started – Record an Incident
· Use the menu to navigate to “”Incidents and Claims”/”Incidents”/”Recording”

· Click the grey “Record an incident” button.

Step 2 - Incident Details

· The first 9 filters are recording where the injured person is from or the person identifying the hazard is from.

· You can enter in a top down fashion or you may select the School/Branch first and the system will automatically populate the corresponding filters.

· If the Incident occurred out of an item/activity select that item from the drop down menu
· If the item/activity is not in the list add it by selecting the [image: image1.png]


 next to “Item / Activity”.

Incident Classification
Generally these classification will not be enabled, please contact Legal and Risk for commercial in confidence or your HSW manager if you have a private incident to record.
· Private: This is to be used for highly sensitive incidents.

· Commercial in Confidence: This is to be used for incidents are involved with commercially sensitive items.

Incident Occurrence Details 
· Occurrence Date – add in the date which the incident/hazard occurred.
· Incident type 

· Hazard Notification: this is an OHS event which did not result in an injury or property damage

· Injury: this is an OHS event which resulted in an injury

· Non OHS Compliance Breach: this is a Legal event

· Property Damage: this is an event which resulted in property damage

· Security : only to be used by Property Services security staff 

Injury
Incident Severity 
You MUST Complete this field
· OHS - Notifiable Occurrence – Only use if it is a Notifiable Occurrence (Death; acute symptoms associated with exposure to a substance at work; requires treatment as an in-patient in a hospital immediately after the injury; The collapse, overturning or failure of the load-bearing part of a scaffolding, lift, crane, hoist or mine-winding equipment; Damage to, or malfunction of, plant; The unintended collapse or failure of an excavation; unintended collapse or partial collapse; of a building or structure; An uncontrolled explosion, fire or escape of any gas, hazardous substance or steam;  unintended ignition or explosion of an explosive; An electrical short circuit, malfunction or explosion; An unintended event involving a flood of water, rockburst, rock fall, or any collapse of ground; An incident where breathing apparatus intended to permit the user to breathe independently of the surrounding atmosphere malfunctions in such a way that the wearer is deprived of breathing air or exposed to an atmospheric contaminant to an extend that may endanger health.

· Standard Safety Notifications -  to be used for all other events
· Next record supervisor details and any witnesses
Person Involved

· Select the person on the dropdown list and their employee reference will auto populate.

If not on the list

· If not  then select the  [image: image2.png]


 next to Name box

· If the person is internal to the University select them from the drop down menu, then ok, then select finish.

· If the person is a visitor, uncheck the internal box and complete the persons details, then push ok , then select finish.

· Select the person on the dropdown list and their employee reference will auto populate.

Incident Details

· Actual Location – Where did the event occur (eg building, room, type of room etc))
· Activity at the time – what were you doing (ie going to a lecture, operating a lathe, typing at your computer etc)
· Describe the incident – in your own words what happened.
· Describe what action is planned or has been taken to prevent a recurrence of the incident. – this is what is to be done immediately to make the site safe and what are your suggested actions that could solve this matter long term. These items are to be reviewed by HSO and HSW for possible actions arising from this incident. 
· Notes – any thing else you wish to add.
Select “Next Button”
Step 3 - Injured Person Page 1

Injury details
· Injured Person-  the injured person is listed here (if you have more than one person then further on we can add them)

· Injury Type – add the broad classification of the injury to this field 
· Nature of injury-  add in the type of injury sustained
· Agency of injury- What cause the incident/injury
· Mechanism- What is the action which caused the incident
Please ensure that the Injury type and the Mechanism are the same.
Employment Details

· Occupation – Select the appropriate descriptor form the drop down menu.
· Prior Training - to be used if the incident related to a task, activity, use of chemicals, plant etc.
· Proportion of shift work – Use only if the injured person is a shift worker (eg security staff).
· Basis of Employment (Hours/Shifts) - Use only if the injured person is a shift worker (eg security staff) or part time.
Outcome Details

· Select the outcome to the injured person/s
· Write a description for any first aid given at the time

· Rehabilitation section: to be completed by HSW team, where applicable (Provide details of Rehabilitation, Resumed Duties, Task Experience, Preferred Language).
Injured Body Part(s)

· Select which body parts have been injured.

Select “Next Button”

Step 3 - Injured Person(s) Page 2

For more than one injured person – if you want to add extra people to this incident then select “Add Injured Person” [image: image3.png]


 located on the top right corner of the screen. Then complete the page titled “Step 3” for the second person. Repeat until you have captured all of the people associated with this incident.

To Edit or go back to “injured Person Page 1” select  [image: image4.wmf]  “Pen and paper” icon, located under action column
Custom Questions
· Breakdown Event – select the event which is thought to be the first event in the chain which led to the most serious injury.
· Breakdown Agency – select the object, substance or circumstance which is thought to be most closely related to the breakdown event.
Select “Next Button”

Step 4 - Custom Fields & Incident Attachments form

Probable cause of Incident
Select the item which is thought to be the probable cause of the event.
Does the incident/near miss also pertain to:
This is to be used by ether Injury management or Legal and Risk.

OFFICE USE ONLY - Workers Compensation Claim

OFFICE USE ONLY - Insurance Claim
Long term action against hierarchy of controls
This section must be completed by individual, reviewed and added to by HSO and Faculty/Division HSW managers
· Elimination (eg remove the hazard from the site): you must qualify why this hazard has not been eliminated
· Substitution (eg replace the item or substance with a less hazardous one)

· Isolation (eg remove the opportunity of contact with the hazard by distance from work activities)

· Engineering (eg guarding, barriers, electronic guarding such as light curtains)

· Administration (eg Safe Operating Procedure, supervision, training, maintenance programs)

· Personal Protective Equipment (eg gloves, safety glasses, laboratory coats)

Add A New Attachment
Select “Finish”

Pop up window will ask if you want to do an investigation, this function  is to be managed by Faculty/Division HSW Managers for everyone else select “No”
An email notification will be sent to the Head of School/Branch, Health and Safety Officer, Health and Safety Rep, Faculty/Division HSW manager and HSW Team.
HSO is responsible for notifying the direct supervisor by email.
2. Hazard Notification
Step 2 - Incident Details 

· Identical to Step 2 for incidents
Custom Fields & Incident Attachments form 

· Probable cause of Hazard: Select the item which is thought to be the probable cause of the event.

·  Add A New Attachment
Select “Finish”

3. Property Damage
Step 2 - Incident Details 

· Identical to Step 2 for incidents
Custom Fields & Incident Attachments form 

Property Damage
Outline the details of the property which was damaged
Custom Questions

· Breakdown Event – select the event which is thought to be the first event in the chain which led to the most serious injury.

· Breakdown Agency – select the object, substance or circumstance which is thought to be most closely related to the breakdown event.
Long term action against hierarchy of controls
This section must be completed by individual, reviewed and added to by HSO and Faculty/Division HSW managers
· Elimination (eg remove the hazard from the site): you must qualify why this hazard has not been eliminated

· Substitution (eg replace the item or substance with a less hazardous one)

· Isolation (eg remove the opportunity of contact with the hazard by distance from work activities)

· Engineering (eg guarding, barriers, electronic guarding such as light curtains)

· Administration (eg Safe Operating Procedure, supervision, training, maintenance programs)

· Personal Protective Equipment (eg gloves, safety glasses, laboratory coats)
Select “Next Button”

Custom Fields & Incident Attachments form 

       Where you can attach files, such as pictures, investigation, memos, or emails.
Select “Finish”

4. Security 
· Security incident forms are the same as injury, property or hazard notification please refer above.
Assigning action items
· The next step is for HSO to assign actions from the incident

· Refer to the 
- Describe what action is planned or has been taken to prevent a recurrence of the incident on Step 2 page 

And 

- Long term action against hierarchy of controls

· Select Correcting icon 
· Find the incident in “Closed Investigations”

· Select [image: image5.png]


  under  Open/Closed Actions

·  Incident Corrective Actions Page
· Fill in all items under Assign New Action
· Select[image: image6.png]


 next to  Add New Action to add another action

· If you have assign the action to another person they will receive and email notification

· If a root cause analysis has been conducted on this incident you will be able to view it by selecting “View root cause analysis” up on the right hand side of the screen.
Review Incident
· Go to Correcting screen by selecting Correcting icon
· The incident should be in the Closed Investigations list

· View the incident by  selecting edit incident icon [image: image7.wmf] under action heading 

· Check that all the details have been completed and that actions stated in the incident have been assigned.
· If you want to investigate please go to investigation section of this document.

· If you do not want to investigate the incident go to the notes section at the bottom of  “Step 2 - Incident Details” page and note that you have reviewed the incident, the date and any other comments to backup why you have not investigated this incident.

· Closing of Incidents can only be conducted by HSW mangers. Next the incident is required to be closed, go to the correcting screen and select the close incident icon 
·   [image: image8.wmf] (tick icon) next to the incident. 

Please note you will not be able to close the incident if you have open action items.
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