
 

 

 
Notifiable Incidents Flowchart (Primary School) 

  
 
 
 
 

Incident at the workplace? 
Log the incident in HINT as 

soon as possible* 

Determine if the incident fits 
under the notifiable category 

No 

Unsure? Examples below 

Yes 

An email alert is automatically 
sent to an inbox monitored by 
the OHS Coordinator to review 

The OHS Coordinator 
completes the WorkSafe 

notification and may contact 
the school for more 

information 

A copy of the written 
notification will be sent back 
to the school to attach to the 

documents section of the HINT  

Select serious incident in 
the classification tab 

(Note some injury types are also 
predetermined serious i.e., fracture) 

Complete the HINT record 

Category 2: Report an incident if it exposes a person to a serious risk to their health or safety emanating from an 
immediate or imminent exposure to (regardless of an injury occurring): 

• An uncontrolled escape, spillage or leakage of any substance, including dangerous goods within the meaning of the Dangerous 
Goods Act 1985 (Petrol spillage, chemicals used for science, building works incident) 

• An implosion, explosion or fire (chemical incident, camping incident, equipment or building fire) 
• Electric shock (electrical shocks from fixed or portable equipment and unprotected PowerPoint) 
• The fall or release from height of any plant, substance, or thing (light fitting/vent fall from ceiling, drop tools from the roof) 
• Collapse, overturning, failure, malfunction to any plant prescribed by OHS regulations (lifts, lawn mower, forklifts) 
• Collapse or partial collapse of a building or structure (ceiling collapses, partial building collapse) 
• Collapse or failure or an excavation or mine or shoring supporting the mine (trench collapse during building works) 
• Inrush of water, mud or gas in a mine, underground excavation, or tunnel (flooding in building works) 
• Interruption of the main system of ventilation in a mine, underground excavation, or tunnel (building works)  

*If a major incident occurs, for example with multiple injuries or an explosion/fire; contact emergency services in the first instance and 
immediately notify WorkSafe. DO NOT wait to log a HINT record or to hear from DOBCEL. 

 Ensure you preserve the site of the incident.  
The OHS Coordinator can be contacted on 0419 687 893 and WorkSafe Advisory on 13 23 60 for any advice or queries and to help 

determine if an incident is notifiable. 
 

Need further help?  
Call the OHS Coordinator  

0419 687 893 

Category 1: Report incidents/injuries resulting in: 
 

• The death of a person 
 

• Medical treatment within 48 hours of exposure to a substance  
(e.g., solid, liquid, gas or vapour and dangerous goods, flushing of eyes or burns) 
 

• Immediate treatment as an in-patient in a hospital  
(e.g., person admitted for the purpose of treatment not diagnostics, treatment at 
emergency is not included, however may fit into an injury category below) 
 

• Immediate medical treatment (mostly seen in schools) 
o Amputation (loss or removal of a body part) 

o Serious head or eye injury (concussion or suspected concussion, loss of 
consciousness, penetration injury to eye or burn to eye) 

o Removal of skin (skin separates/tears from muscle/underlying tissues) 
o Electric shock (electrical shocks from fixed or portable equipment and 

unprotected PowerPoints, can be minor) 
o Spinal injury (falls from height or vehicle accidents) 
o Loss of bodily function (includes sight, smell, hearing, taste, limbs and digits: 

fractures/ bone breaks, torn muscles/ligaments) 
o Serious lacerations (requires stitches and glue, cuts and serious abrasions) 

 

Records for notifiable 
incidents are required to be 

kept for a 5 year period 

Complete the HINT record 


