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Did you know that information relating to 

OHSW & IM Services  can now be accessed 

through the staff portal home page of the Uni 

web site. Links to OHSW & IM documents are 

now easier to find, and there is a dedicated but-

ton for  incident reporting .  

 

Report an Incident  - what is an incident ?  

An incident is an event that causes or could 

cause harm (injury, illness or damage) to per-

sons, plant, material or the environment, includ-

ing a ónear missõ.  Incidents should be reported 

to OHSW & IM Services even if already reported 

to others eg to Security or Safework SA.  
 

Incident Report Forms   

An improved process has recently been implemented 

that requires completed Incident Report forms (Page 1) 

to be forwarded to OHSW & IM Services within 12 

hours of the incident occurring, rather than the previous 

24 - 72 hours.   

It is important that OHSW & IM Services is advised 

within this new timeframe for the following reasons:  

Â To meet our legislative obligation to notify SafeWork 

SA of some incidents that meet certain criteria within 

short time frames; 

Â To commence support of injured or ill employees.  If 

the appropriate medical care and support is provided 

within a few hours of an injury occurring it can mini-

mise the severity and improve the outcomes in many 

cases; 

Â So that action can be taken to reduce the risk of an-

other person being injured in similar circumstances; 
 

 

The current Incident Report form also requires information 

about investigations (Page 2) . Supervisors / Line Manag-

ers are responsible to investigate the cause of an incident, 

including identification of contributing factors and take ap-

propriate action in order to prevent a recurrence. Action 

taken must be documented in the óAction Planô section of 

the Incident Report form and signed off when complete.  

This process may require gathering of information from 

various sources relating to the incident and therefore can-

not always be competed at the time of the incident.  

The time frame for forwarding completed Incident Report 

formsðInvestigation (page 2) is 5 working days.  Please 

ensure that Page 2 is completed thoroughly and signed, 

including the óAction Planô section. . 

There is now a dedicated fax number 8302 1380 and 

email address PMC@unisa.edu.au  for incident              

reporting.  
 

Tip:  Hold onto the hand rail 

when descending stairs,  do 

not carry items in both 

hands and concentrate on 

what you are doing.  If carry-

ing loads, think of using the 

lift where available.   

When on stairs avoid hold-

ing loads that reduce your 

visibility, wearing high heels, 

texting on your mobile, or 

listening to your mp3.   

As a result of trips and falls on stairs there has been an 

increase in workers compensation claims.  
 

WorkCover Medical Certificates  

It is important that medical certificates are received in a 

timely manner to assist with: 

Â Provision of medical treatment; 

Â Providing appropriate care and duties for injured or ill 

employees;   

Â To assist our rehabilitation consultant and claims man-

ager to manage cases where the employee has a 

workerôs compensation claim.   

Â To minimise the likelihood of incorrect payments being 

made to staff for income maintenance (Workerôs com-

pensation Payment). 

Please send your WorkCover Medical Certificate  

(previously know as Prescribed Medical Certificate)  to our  

dedicated fax number 8302 1380 or email address 

PMC@unisa.edu.au    

Please DO NOT forward them directly to Lawson Risk 

Management, our Claims Manager, only medical accounts / 

reimbursements should go directly to  them. 
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Workers compensation  
There have been some changes to the WorkCover 

Scheme - for employees who have Workerôs Compensa-

tion claims, information will be provided to you or you can 

visit Workers Compensation - Making a Claim  or 

the WorkCover site 

Risk Assessment   X     Off the scale 

Manual Handling    X You have to be kidding  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Manual Handling - ways to reduce the risk at work  

Manual handling is not just about lifting heavy objects, it 

includes any activity requiring the use of force exerted by 

a person to lower, push, pull, hold or restrain a person, 

animal or thing. Most manual handling injuries could have 

been prevented by education, training, and supervision.  

Safe work procedures should reduce lifting, carrying, 

pushing, pulling, lowering, throwing, holding, or tasks re-

quiring the use of force.  Some safe procedure steps in-

clude;  

Â the task should be planned before work begins and 

remove unnecessary tasks; 

Â employees should be trained in the skills required; 

Â prevent double handling; 

Â reduce bending, twisting, reaching movements; 

Â prevent heavy carrying, lighten loads (break loads into 

smaller quantities); 

Â be aware of potential hazards; 

Â the pathway should be cleared to avoid bumping into 

or tripping over things;  

Â suitable protective clothing should be provided and 

worn; and 

Â provide such mechanical aids as trolleys, hoists, lev-

ers, adjustable height workbenches and seating, hooks 

and jacks, tools and equipment kept within easy reach. 

  

 
 

Reckless Endangerment Section 59C  

From 1 January 2008, changes to the OHSW Act came 

into effect that outlines the following: 

Â increased penalties,  

Â a new offence of reckless endangerment;  

Â liabilities; 

applicable to corporations, senior management and indi-

viduals.  Most notably of the new provisions relating to 

corporate liability, Section 59C provides that if a company 

contravenes a provision of the OHS&W Act, and the con-

travention is attributable to an officer of the company fail-

ing to take reasonable care, then the officer is guilty of an 

offence and liable to the same penalty (with the exception 

of imprisonment) as for a contravention of the same provi-

sion of the Act committed by a natural person. óOfficerô is 

generally the most senior people in an organisation who  

are in a position to prevent breaches of the Act ie Chief 

Executive Officer, Director, General Manager or other 

Senior Staff. 
 

A person (including a company) will be guilty of the new 

offence if the person, without lawful excuse: 

Â acts in a manner that creates a substantial risk of 

death or serious harm to another person who is in a 

workplace, and 

Â knew that his or her act or acts would create such a 

risk, or 

Â was recklessly indifferent about whether his or her act 

or acts would create that risk. 
 

Under the new section, reference to ô actô  includes 

omitting to act.  

The penalties for the new offence are: 

Â in the case of a company, a fine of up to $1.2 million, 

or 

Â in the case of a person, a fine of up to $400,000 or up 

to five years' imprisonment. 
 

http://www.unisa.edu.au/ohsw/procedures/claim.asp
http://www.workcover.com
http://www.unisa.edu.au/ohsw/procedures/manualhandling.asp
http://www.minterellison.com/public/connect/Internet/Home/Legal+Insights/Alerts/NA-SA+OH&S+and+Welfare+legislation


Heavy Vehicle Driver Fatigue laws  

From 29 September 2008 the new National Heavy Vehi-

cle Driver Fatigue laws came into effect.  These laws ap-

ply to drivers of vehicles with a gross vehicle mass (GVM) 

over 12 tonnes or a bus with more than 12 seats including 

the driver's seat.  The University application of these laws 

relates primarily to driving of buses for field activities.   

The aim of the new 

laws is to minimise the 

risk of driver fatigue 

and make the roads 

safer for everyone.   

The new laws set out 

minimum rest and 

maximum work hours 

to be adhered to and 

include basic record keeping requirements.  

Feedback/comment is now sought from key stakeholders 

on the draft documentation listed on the OHSW Website ï 

óDraft Documents for Commentô page. 

This documentation will form the process for managing 

driver fatigue within the University and ensure compliance 

with these new laws. 

 

Hazard management  

Hazard management should be an ongoing and con-

stantly improving process.  

The procedure fulfils the employerôs duty under the 

OHS&W Regulations 1995 to identify the hazards associ-

ated with the Universityôs work activities, the working envi-

ronment, the use of plant and equipment and also to as-

sess levels of risk and implement appropriate risk control 

measures. 

1.  Establishing the hazard management context  

For all hazards a hazard management process must be 

undertaken 

2.  Identification of Hazards  

This is the most important step in the risk management 

process. A hazard which is not identified cannot be con-

trolled. 

3.  Assessment of Risks  

Once the hazards have been identified, the next step is to 

assess the risks 

4.  Monitoring and Review  

To ensure the effectiveness in eliminating or minimising 

risk, the process must be continuously reviewed and 

steps taken to implement revised control measures, 

where appropriate. It ensures that new hazards and those 

overlooked in the original exercise are identified and con-

trolled. 

5.  Hazard and Plant Registers  

The data collected from identifying, assessing and con-

trolling hazards is to be recorded in the local area Hazard 

Register or similar. 

Have you had your OHSW Induction ?  

The University has a legal responsibility to provide a safe 

environment for employees and the public, and has an 

extensive program in place to manage OHSW & Injury 

Management (OHSW&IM).  Staff have a duty of care and 

must not place themselves or others at risk of injury or 

illness. The University has developed an OHSW & IM sys-

tem that includes policies, procedures and guidelines and 

online OHSW & IM Learning programs to assist staff in 

meeting their duty of care obligations.  

The legislated and ethical responsibilities of staff proce-

dure outlines the requirements for OHSW Induction of 

new or transferred employees, contractors and visitors 

permitted to work in the University. It includes the level of 

induction required, the timeframe for completing induc-

tions and the keeping of induction records. 

 

Online Learning   

The Online Learning Programs 

are designed to assist UniSAôs 

goal of providing safe work envi-

ronments and safe systems of 

work.  Courses do expire after 3 

years of initial completion so 

please check under the tab of  

Qualifications & Development on 

the myUniSA staff portal to see that your courses are still 

current. New full-time staff are automatically issued an 

Online Learning account soon after starting their job. 

Casual staff and students need to contact OHSW & IM 

Services to have an account created. The OHSW & IM 

Training Needs Analysis shows which courses have been 

identified as essential / optional for your particular em-

ployment group. 

Benefits of Workstation Ergonomics  

Your workstation should be arranged in such a way that 

executes good practice in relation to work posture.  It 

should provide adequate flexibility in order to accommo-

date the needs of different individuals,  particularly where 

there are multi-user workstations, with provision of adjust-

able chairs, monitors and footrests.  

 

 

 

 

 

 

 

 

 

 

Have you completed your Office Ergonomics Online 

Learning course ? 

http://www.newdev.unisa.edu.au/ohsw/draftdocuments.asp
http://www.unisa.edu.au/ohsw/procedures/hazard.asp
http://unisa.interactlearning.com/
http://www.unisa.edu.au/ohsw/forms/docs/ohsw23.doc
http://unisa.interactlearning.com/
http://www.unisa.edu.au/ohsw/forms/docs/ohsw13.doc
http://www.unisa.edu.au/ohsw/forms/docs/ohsw13.doc
http://unisa.interactlearning.com/courses/unit794/

