
 
 

 
 
 
 
 

REPORTING AN INCIDENT 
 
Includes: 

▪ Insurance Claim Requirements, and 
▪ Safety Regulatory Requirements 

 
 
 
 
 
 
 
 
DOCUMENT TYPE 
 

 
PROCEDURE 

 
DOCUMENT NUMBER 
 

 
P001A (Abridged version for Web Page) 

 
VERSION NUMBER 
 

 
2.0 

 
DATE OF ISSUE 
 

 
1 AUGUST 2018 

 
AUTHORISED BY 
 

 
P R BARKER 

 
SIGNATURE 
 

 
Signed 

 
POSITION 
 

 
DIRECTOR 

 



Reporting of an Incident Ver. 2.0 Page 2 of 4 

1. General Requirements 

This Procedure applies to all employees and contractors of Rail Safety Consulting Australia. 

All injuries, incidents, near miss and damage, and potential insurance related claims and issues shall 
be reported to the Director of Rail Safety Consulting Australia. 

Serious injuries and illnesses are regulatory notifiable incidents in all Australian jurisdictions and shall 
be reported to the Safety Regulator. 

Any claim, receipt of notice, or circumstances made, or which might be made, against Rail Safety 
Consulting Australia that lead or may lead to an insurance claim shall be reported to the insurance 
provider.   

 

2. Definitions 

Serious incident  

A serious incident includes; 

• An incident where there has been a fatality 

• An incident where there has been a serious injury of illness including;  

⎯ placed on life support 

⎯ loses consciousness 

⎯ is trapped in machinery or a confined space 

⎯ serious burns. 

• An incident where there is an immediate threat to life.   

Incident 

An incident involves any injury or illness to workers, where workers compensation is, or may be, 
payable and does not have serious consequences as described in a serious incident.   

Injury 

Injury shall mean death, bodily injury, illness or disease of or to any person. 

Damage 

Damage shall mean loss of possession or control of or actual damage to tangible property. 

Pollution 

Pollution shall mean any pollution or contamination of the atmosphere or of any water, land or other 
tangible property. 

 

3. Notifiable Safety Incident Requirements 

3.1 When an incident occurs 

First response 

• Provide a high standard of care and response 

• Seek medical assistance 

• provide first aid 

• call emergency services  
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Incident control 

• Make the area safe 

• Preserve and do not disturb the incident site 

• Advise the site owner of incident 

• Assist the site owner in containment and recovery requirements 

Immediate reporting 

• Report all incidents immediately after they occur 

• Immediate reporting of incidents will ensure that; 

⎯ regulatory notifiable and insurance provider reporting obligations are met 

⎯ immediate assistance and safety are provided 

⎯ preservation requirements are met 

⎯ legal advice can be sought 

⎯ investigations can begin 

⎯ prevention of future incidents can be implemented. 

Regulatory notifiable reporting 

• Notify the safety regulator in accordance with jurisdictional workplace health and safety 
legislated requirements by; 

⎯ immediate notification - phone 

⎯ written notification - within required timeframe 

• Keep record of incident notification for at least 5 years. 

 

 

4. Insurance Associated Requirements 

4.1 Expectation of a claim 

The insurance provider/s shall be immediately advised (must be within 24 hours) when there has been 
an occurrence, or any claim is made, or which might be made against Rail Safety Consulting Australia, 
including; 

• The investigation of any circumstances of which Rail Safety Consulting Australia shall become 
aware which might reasonably be expected to give rise to a claim being made against Rail 
Safety Consulting Australia.  

4.2 Reporting to the insurance provider 

Claims notification 

• Rail Safety Consulting Australia shall give to the insurance provider/s notice in writing of;  

⎯ any claim made against Rail Safety Consulting Australia which may fall within the 
scope of its insurance policy  

⎯ the receipt of notice, whether written or oral, from any person or entity of their 
intention to make such a claim against Rail Safety Consulting Australia 

⎯ any circumstances of which Rail Safety Consulting Australia shall become aware which 
might reasonably be expected to give rise to such a claim being made against Rail 
Safety Consulting Australia, giving reasons for the anticipation of such claim 

⎯ any other circumstances which might give rise to a claim under Rail Safety Consulting 
Australia's insurance policy.  
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Incident notification 

• Rail Safety Consulting Australia shall give to the insurance provider/s notice in writing of;  

⎯ any incident or injury to employees and contractors of Rail Safety Consulting Australia 
which may fall within the scope of its insurance policy 

⎯ All serious bodily injury incidents 

⎯ Any injury involving a fracture/broken bone 

⎯ Concussion 

⎯ Any injury requiring serious medical attention, i.e. stitches 

⎯ Any incident requiring an ambulance to be called 

⎯ Any incident involving an aggressive customer who makes mention of taking the 
matter further, regardless of the severity of injury.  

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


