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 Small Business Assistance & Advisory Service  

 

Workplace Health and Safety Guidelines - Incident Investigations, 
Reporting and Recording 

Version 3.2 Published 12.2019 

Reporting and investigating safety incidents are an important part of managing health and safety in 
the workplace. 

Incident reporting is necessary for your business to: 

i. better understand and address the risks of hazards in your workplace, 
ii. fulfil your obligation to report specified workplace safety incidents (i.e. notifiable incidents) 

to the safety regulator, and 
iii. provide your business with the best protection in any subsequent investigation or 

prosecution by the regulator. 

Under the WHS Act, a person conducting a business or undertaking (PCBU) has a duty to notify the 
regulator immediately after becoming aware of a notifiable incident arising from the conduct of the 
business or undertaking. A notifiable incident is defined under section 35 of the WHS Act as: 

• the death of a person, or 
• a serious injury or illness of a person, or 
• a dangerous incident. 

The Reporting and Investigation Process 

The reporting and investigation process has 3 main parts, being: 

1. the initial report of the incident 
2. the investigation of the incident, and 
3. the preparation of a written report that reflects the outcome of the investigation. 

Incident Reports 
An incident report should include the following information: 

• date and time of the incident 
• location of the incident 
• brief description of the incident, including the circumstances in which it took place 
• the names of any people who witnessed the incident 
• description of any injury or illness sustained and the identities of all persons injured, and/or 
• summary of any first aid provided or other measures taken after the incident occurred. 

Internal Investigations 
The following steps should be undertaken to carry out an internal investigation. 

Step 1: Gather information about the incident and secure the site. When gathering 
information, it is essential to inspect the area, take photographs and sketches, take 
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measurements of any plant involved, and note any important features where the incident 
occurred. 

Step 2: Undertake interviews with witnesses. Interviews should be conducted individually 
with each witness as soon as possible after any incident. This will help ensure the validity of 
their statements and to prevent witnesses being influenced by the comments of other 
witnesses. 

Step 3: Write the investigation report. This should include the following information: 

a) a description of the injured persons’ condition or the damage to property 
b) photographs of the site 
c) brief notes of the interview with the injured worker and other witnesses 
d) details of where any plant or equipment involved in the incident is now located (if it 

has been moved) 
e) contact details of any witnesses who are not interviewed, and 
f) brief notes by the investigating worker as to the circumstances in which the incident 

occurred. 

Step 4: Follow up the investigation. You should follow up any investigation or incident 
report, including reports of near misses. This will ensure that the incident is assessed and 
that any remedial steps are taken to ensure that it does not occur again. 

Serious Incidents 
If a serious incident occurs in your workplace, you should engage a lawyer, who will advise you to 
undertake a more extensive investigation. Any investigation should be facilitated by the lawyer and 
any report prepared should be directed to the attention of the lawyer, to have the effect of 
attaching legal professional privilege to the entire investigation process and to the report that is 
eventually prepared. 

You should also be aware that under health and safety legislation certain external parties in addition 
to the regulator/inspectors have been granted wide powers to conduct investigations into workplace 
incidents, namely union officials and health and safety representatives. 

An incident report should not include any conclusion about the cause of the incident. It is important 
that any description of the incident is limited to the known facts. 

Under health and safety legislation in all jurisdictions, you have an obligation to undertake an 
investigation in respect of any injury, illness, incident or fatality that occurs at your workplace.  

This is necessary to identify the underlying cause of any injury or illness. With that information, the 
organisation can take steps to eliminate or minimise any identified risk of injury or illness and 
thereby comply with its duty of care.  

An internal investigation should be carried out by a supervisor, a manager, or a health and safety 
representative. 
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