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Incident Database Reporting Guidelines


Adding an  Incident


Select the "Report an Incident"  button in the Donesafe dashboard.


Submitting an Incident


Review the contents of the incident


Investigate the Incident


Ensure the investigation starts within 24hrs of the incident being reported.


Complete Investigation Details


Investigation Approval


Adding progress notes and closing Actions


Ensure the investigation starts within 24hrs of the incident being reported.


Click on "Complete"


Identify actions that are required to rectify the incident


Complete all the fields.


In the incident page go to the review tab


Click "Add" in the Manager Review section


Find the action in the Actions area of the dashboard, or the Actions register on the left hand column


Click on action title to bring up more information


When the action is finished, click the "Mark as Complete" button and write details, then Save


Ensure your workplace is identified in the Organisation and Worksite Location fields (even if the incident happened off site).


Change the stage to "Under Investigation"


Add any relevant Injury or Illness information


Complete the Investigation using the 5 Whys model


Create the relevant actions


Identify whether the incident can be closed or if more information is required


Close the Incident


Navigate to the Stage area and click on the right arrow


On the pop up, click on the right arrow again to confirm.


On the Comments tab, write and progress notes and click the "Comment" button
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