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NOTIFIABLE INCIDENT POLICY 2025 
Forming part of: Giant Steps Tasmania’s Health & Safety Manual

Policy Statement
This policy reflects information provided by WorkSafe Tasmania on its website in April 2022 and information provided by the Office of the Education Registrar (OER) in July 2021.

Giant Steps Tasmania takes its legal responsibilities and duty of care to staff, students and visitors very seriously. Every effort is made to ensure that Giant Steps Tasmania operates a safe environment through the implementation of suitable policies, procedures and risk assessments. 

Should incidents occur which fall within the Work Health and Safety Act 2012 definition of ‘notifiable’ the school undertakes to work with WorkSafe to understand how the incident occurred, to learn from the process and so prevent future occurrence wherever possible.

If a staff member has concerns about a student’s welfare, they notify and work with the appropriate authorities. 

The school also recognises that incidents may take place that staff and/ or students may find physically or psychologically difficult.  The school has processes to assist staff and students in these circumstances, but these are not the subject of this policy. 


Purpose
To ensure that Giant Steps Tasmania fulfils its responsibilities under the Work Health and Safety Act 2012 to inform WorkSafe of any notifiable incident that may take place. This includes notifiable incidents that take place at Giant Steps Tasmania, or when staff and/ or students are involved in a notifiable incident when part of a Giant Steps Tasmania run trip, excursion or activity, or when travelling to or from the school in a Giant Steps Tasmania operated bus. 

In addition, to ensure that Giant Steps Tasmania fulfils its responsibilities to inform the OER of any incident that results in either the death or the hospitalisation for 3 days or more of a student while at Giant Steps Tasmania or when part of a Giant Steps Tasmania run trip, excursion or activity, or when travelling to or from the school in a Giant Steps Tasmania operated bus.

To ensure that Giant Steps Tasmania fulfills its responsibility to notify WorkSafe of any incident of Covid-19 resulting from duties carried out at Giant Steps Tasmania resulting in death or hospitalisation. 

Furthermore, to ensure that the school carries out its mandatory reporting duties in relation to the possible abuse or neglect of its students by utilising the support of the Strong Families Safe Kids – Advice & Referral Line  and informing the OER.

Definitions
The Work Health and Safety Act 2012 defines a dangerous incident as a workplace incident that exposes a worker (or any other person) to a serious risk to their health or safety, being caused by an immediate or imminent exposure to:
· an uncontrolled escape, spillage or leakage of a substance, or
· an uncontrolled implosion, explosion or fire, or
· an uncontrolled escape of gas or steam, or
· an uncontrolled escape of a pressurised substance, or
· electric shock, or
· the fall or release from a height of any plant, substance or thing; or
· the collapse, overturning, failure or malfunction of or damage to any plant that must be authorised for use, or
· the collapse/partial collapse of a structure, or
· the collapse or failure of an excavation or of any shoring supporting an excavation; or
· the inrush of water, mud or gas in workings, an underground excavation or tunnel, or
· the interruption of the main system of ventilation in an underground excavation or tunnel.

For an incident to be notifiable, to WorkSafe Tasmania, it must relate to either staff members, visitors or students and must arise out of the conduct of the business. Only work-related incidents are notifiable to WorkSafe Tasmania. 

For an incident to be notifiable to the OER by Giant Steps Tasmania, it must relate to the death or hospitalisation for more than 3 days of a student of Giant Steps Tasmania, or it must relate to the possible abuse or neglect of a Giant Steps Tasmania student.

Abuse and neglect are recognised as being the following: 
· Physical abuse
· Sexual abuse
· Emotional/psychological abuse
· Exposure to family violence
· Neglect
· Physical neglect which is the failure to provide the necessities to sustain the life or health of the child: the basic needs of food, clothing and shelter. 
· Medical neglect which occurs when the parent/ carer fails to provide adequate health care.. 
· Supervisory neglect which occurs when parents/carers fail to supervise their child, or to arrange for proper supervision in their absence. Supervisory neglect can occur where children are left in the care of another child who is not old or mature enough to exercise proper care. 
· Emotional neglect is failing to provide adequately for a child’s emotional and psychological developmental needs. 
· Educational neglect occurs when the child is not provided with learning opportunities e.g. they are not sent to school. 
Suspected incidents of abuse and/ or neglect are reported to the Strong Families Safe Kids – Advice & Referral Line.

Implementation

Work Health & Safety
WorkSafe Tasmania is notified if any of the following incidents have occurred in the workplace:
· a death, or
· someone suffers a serious injury or illness or
· a dangerous incident occurs
WorkSafe is notified if a staff member, visitor, or student requires any of the types of treatment in the following table as a result of a workplace incident:

	Types of treatment
	Example

	Immediate treatment as an in-patient in a hospital
	Admission into a hospital as an in-patient for any duration, even if the stay is not overnight or longer.
It does not include:
· Out-patient treatment provided by the emergency section of a hospital (i.e. not requiring admission as an in-patient)
· Admission for corrective surgery which does not immediately follow the injury (e.g. to fix a fractured nose).

	Immediate treatment for the amputation of any part of the body
	Amputation of a limb such as arm or leg, body part such as hand, 
foot or the tip of a finger, toe, nose or ear.

	Immediate treatment for a serious head injury
	· Fractured skull, loss of consciousness, blood clot or bleeding in the brain, damage to the skull to the extent that it is likely to affect organ/face function.
· Head injuries resulting in temporary or permanent amnesia.
It does not include:
A bump to the head resulting in a minor contusion or headache.

	Immediate treatment for a serious eye injury
	· Injury that results in or is likely to result in the loss of the eye or total or partial loss of vision.
· Injury that involves an object penetrating the eye (for example metal fragment, wood chip).
· Exposure of the eye to a substance which poses a risk of serious eye damage.
It does not include:
Eye exposure to a substance that causes irritation only.

	Immediate treatment for a serious burn
	A burn requiring intensive care or critical care which could require compression garment or a skin graft.
It does not include:
A burn that requires only washing the wound and applying a dressing.

	Immediate treatment for the separation of skin from an underlying tissue (such as de-gloving or scalping)
	Separation of skin from an underlying tissue such that tendon, bone or muscles are exposed (de-gloving or scalping).
It does not include:
Minor lacerations.

	Immediate treatment for a spinal injury
	Injury to the cervical, thoracic, lumbar or sacral vertebrae including the discs and spinal cord.
It does not include:
Acute back strain.

	Immediate treatment for the loss of a bodily function
	Loss of consciousness, loss of movement of a limb or loss of the sense of smell, taste, sight or hearing, or loss of function of an internal organ.
It does not include:
· Fainting
· A sprain or strain.

	Immediate treatment for serious lacerations
	· Deep or extensive cuts that cause muscle, tendon, nerve or blood vessel damage or permanent impairment.
· Deep puncture wounds.
· Tears of wounds to the flesh or tissues—this may include stitching to prevent loss of blood and/or other treatment to prevent loss of bodily function and/or infection.

	Medical treatment within 48 hours of exposure to a substance

	‘Medical treatment’ is treatment provided by a doctor.
Exposure to a substance includes exposure to chemicals, airborne contaminants and exposure to human and/or animal blood and body substances. 



The school also reports any incidents involving electric shocks to TasNetworks on 
13 2004.

Incident notification for COVID-19
In compliance with Regulation 699, Giant Steps Tasmania informs WorkSafe Tasmania if it is confirmed that a person has contracted COVID-19 as a result of carrying out the work for which they have a contract of employment and:
· the person dies; or
· the person is required to have treatment as an in-patient in a hospital; or
· the reason the person contracted COVID-19 is reliably attributable to carrying out work that involves providing care to a person; or involves contact with human blood or body substances. In this case, the carrying out of work must be a significant contributing factor to the infection being contracted.

Giant Steps Tasmania informs WorkSafe Tasmania immediately the Principal or delegate becomes aware of the incident by calling WorkSafe Tasmania on 1300 366 322 or by submitting WorkSafe Tasmania’s Incident Notification Form (link provided at the end of this policy in the Procedures and Contact Details section). Such notification is carried out regardless of whether the Department of Health/Public Health Services is already aware of the case. 

Notifying Concerns About Abuse/ Neglect 
All adults have a responsibility to keep children and young people safe. 
[bookmark: _Hlk183503452]Under Section 14(2) of the Child Protection Act 1999, mandated staff MUST report to the Strong Families, Safe Kids - Advice and Referral Line and/or to police if they believe, or suspect on reasonable grounds, or know that a child or young person has experienced or is likely to experience abuse or neglect. 

Reasonable grounds for reporting a suspected offence include:
· A child or young person disclosing non-accidental physical injury, sexual abuse, emotional/ psychological abuse, neglect or exposure to family violence.  
· Someone else advising that a child or young person has suffered or is suffering the above.  
· A member of staff’s own observations of the child or young person's physical condition or behaviours lead them to reasonably suspect that the child or young person has suffered or is suffering the above.

Any Giant Steps Tasmania staff who believes a student may be experiencing neglect and/ or abuse fills out a Giant Steps Tasmania Cause for Concern Form, keeping a copy for themselves and passing another to the Principal who may then exercise their duties as a Mandated Reporter.  
Mandated reporters at Giant Steps Tasmania are:
· the principal 
· teachers 

Giant Steps Tasmania staff are aware that it is a criminal offence to fail to report child abuse and that this offence relates to all persons, not only to mandated reporters. If staff who are not mandated reporters have concerns about the possible abuse or neglect of a child, they fulfill their safeguarding responsibilities by completing a Cause for Concern form, passing it to the Principal and following up with them.

Procedures and Contact Details
If a child, staff member or visitor is at immediate risk and Police or Medical assistance is required, call 000.

If any notifiable incident occurs, the person first aware of it:
· Calls 000 if there is an immediate risk to life
· Informs the principal or delegate 
Mobile: 0427 281 479 
Land-line: 03 63 62 2522

[bookmark: _Hlk127779430]If it is necessary to notify WorkSafe Tasmania, the principal or delegate:
· Phones WorkSafe Tasmania on 1300 366 322
· Preserves the site (as far as possible)
· Advises the school’s WHS Committee Members and the Chair of the Board of the incident and the actions taken
 Email: Paul@giantsteps.tas.edu.au  
Phone: 0418 530 844 
· Follows this up within 48 hours, by lodging an Incident Notice form with WorkSafe by email or by mail.
Online Incident Notification form: https://incident.worksafe.tas.gov.au/start
Email: wstinfo@justice.tas.gov.au
Mail: 	PO Box 56
Rosny Park  
TAS 7018 
The school keeps a record of the incident notification form for at least five years.

If it is necessary to notify the OER, the principal or delegate:
· Phones the OER.
Phone: 61656135
· Advises the school’s WHS Committee Members (unless the incident involves allegations of abuse/ neglect) and the Chair of the Board of the incident and the actions taken 
Email: Paul@giantsteps.tas.edu.au  
Phone: 0418 530 844 
· Submits a written report to the OER including any paperwork/ documents requested by the OER.
Email: registrar@oer.tas.gov.au
Mail: OER, GPO Box 104, Hobart, TAS 7001 

If it is necessary to contact Strong Families, Safe Kids - Advice and Referral Line, the Principal or delegate:
Phones the ARL.
Phone: 1800 000 123. 

If a there is the possibility that a crime has been committed (such as the physical or sexual abuse of a child) the principal or delegate:
Phones Tasmania Police on the Police Assistance Line 
Phone: 131 444 
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ADDENDUM
[bookmark: _Hlk139391650]Notifiable Incident Flow Chart 
Notifiable Incident (WHS) Flow ChartFor aWHS incident to be notifiable to the OER by Giant Steps Tasmania, it must relate to the death or hospitalisation for any reason for more than 3 days of a student of Giant Steps Tasmania. 
For a WHS incident to be notifiable, to WorkSafe Tasmania, it must relate to staff members students, or visitors and must arise out of the conduct of the business.












Staff member witnessing accident/ incident described above calls 000


Staff member witnessing accident/ incident offered EAP/ Counselling


Staff member witnessing accident/ incident informs the principal(s) (Mob: 0427 281 479 Ph: 03 63 62 2522)


Principal or delegate advises the school’s WHS Committee Members and the Chair of the Board in writing (Email: Paul@giantsteps.tas.edu.au) of the incident and the actions taken 


Staff preserve the site of the accident/ incident (as far as possible)


Principal informs student’s parent/carer or staff member’s emergency contact 


Principal or delegate informs WorkSafe Tasmania  (Ph 1300 366 32 ) and/ or OER (Ph 61656135 if the incident involves a student) 


Staff member witnessing accident/ incident completes School Accident/ Incident Report Form


Principal, within 48 hours, lodges an Incident Notice form (https://incident.worksafe.tas.gov.au/start) with WorkSafe by email or by mail. (Mail: PO Box 56, Rosny Park, TAS 7018 Email: wstinfo@justice.tas.gov.au)


Principal submits a written report to the OER including any paperwork/ documents requested by the OER by email or by mail. (Mail: OER, GPO Box 104, Hobart, TAS 7001 Email: registrar@oer.tas.gov.au)


School Administration Assistant keeps all records for 5 years


Any member of staff receiving a request for comment on incident at any time from media (traditional or social) refers request to the Principal.
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