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ACCIDENT/INCIDENT REPORTING AND RECORDING 
 
Workplace Health and Safety Queensland (WHSQ) need to be notified if a person suffers a serious 
bodily injury (SBI) or a work-related illness or if a dangerous event occurs. Notification needs to be on 
an “Incident Notification Form” (Form 3 from WHSQ). This can be done electronically from the webpage 
or on hard copy. A record of the incident is to be kept by the employer.  
 
Generally the employer is to submit an approved form within 24 hours of becoming aware of an SBI, 
work-caused illness or dangerous event. Where a death has occurred, the employer is to contact 
WHSQ promptly after becoming aware of the death. 
 
The scene of a SBI, work-cause illness or dangerous event is not to be interfered with, without the 
permission of a WHSQ inspector or a police office. However the scene can be moved to save lives, 
relieve suffering or to prevent further injuries and property damage. 
 
Attached to this information sheet is: 

• An example of recording minor injuries 

• Sample form for recording first aid information at the workplace 

• Definitions of terms relating to workplace injuries, illnesses and dangerous events 

• Form 3 - Incident Notification Form (to WHSQ for a Serious Bodily Injury)  
 
Employer 

The employer has reporting requirements to Workplace Health and Safety Queensland when an 
‘incident’ requiring notification occurs at your workplace. A record of site accidents, incidents and 
dangerous events should be kept in your work diary and on an accident report form.  

An employer has to record the occurrence of an ‘incident’ (which requires a record to be kept) within 
three days of the event happening and make sure a copy is retained for one year after first recording it.  

The employer is required to keep a record if a work caused illness, a work injury or a dangerous event 
happens at a workplace. 

Worker 

A worker should always contact his/her employer immediately when a serious accident occurs at the 
workplace. However, workers should be encouraged to report all injury incidents to their employer, even 
those resulting in very minor injuries. These reports will help to identify hazards in the workplace that 
may need to be addressed. 
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1.0 Minor Injury Record  
 
A small booklet kept with the first aid kit can be ruled up with the headings as follows. The key words 
can be abbreviated (as in the table below); however other systems may work better in your workplace. 
Workers can be trained to keep the records or first aid personnel can keep the records. First aid record 
booklets can be purchased as an alternative. 
 
Other information can be included, for example:  

• The name of the ‘person who administered the treatment’ 

• A brief description of ‘how the injury occurred’ 

• A date of birth (particularly if there are people with similar names in the organisation).   
 
Injuries that require more than a ‘band-aid treatment’ (that is where someone has to access medical 
treatment) should be investigated more fully, the procedure/process monitored and reviewed, other 
controls put in place and training given for changes in a process to prevent a similar injury.  
 
2.0 Example of Minor Injury Record 
 
Company/Workplace name……………………………………… 

DATE NAME INJURY BODY PART TREATMENT 

01/01/05 J Doe Bruise L Hand Ice 

04/01/05 J Bloggs Cut 5F L Band aid 

11/01/05 P Anderson Jnr Welding flash L & R eyes QAS 

13/01/05 Mary Smith Paper cut 3F R Band aid 

     

 
Where: 

L Left 
R Right 
1F Thumb 
1T Big toe 
5F Little finger 
5T Little toe 

QAS Queensland Ambulance Service attended 
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3.0 Definitions for Part 7 of the WH&S Regulation 1997 
 
INJURIES, ILLNESSES and DANGEROUS EVENTS (for full definitions see Queensland WHS Act 
1995, Schedule 3) 
 
Dangerous event 

An event caused by Specified High Risk Plant (SHRP) or work activity involving exposure of people 
health and safety because of: 

(a) collapse, overturning, failure, malfunction of, or damage to an item of SHRP 
(b) collapse or failure of an excavation  
(c) collapse or partial collapse of any part of a building or structure 
(d) damage to any load bearing member of, or the failure of any brake, steering device or other 

control device of a crane, hoist, conveyor, lift or escalator 
(e) implosion, explosion or fire 
(f) escape, spillage or leakage of any hazardous materials or dangerous goods 
(g) fall or release from height of any plant, substance or object 
(h) damage to a boiler, pressure vessel or refrigeration plant 
(i) uncontrolled explosion, fire or escape of gas or steam. 

 
Grievous bodily harm (GBH) 

(a) the loss of a distinct body part or an organ of the body 
(b) serious disfigurement 
(c) any bodily injury of such a nature that if left untreated would endanger or be likely to 

endanger life, or cause or be likely to cause permanent injury to health whether or not 
treatment is or could have been available. 

 
Hazardous material 

A substance with the potential to cause harm to people, property or the environment due to either the 
chemical, physical or biological properties of the substance. All dangerous goods, combustible liquids 
and chemicals are hazardous materials. 
 
Plant 

(a) machinery, equipment, appliance, pressure vessel, implement and tool 
(b) personal protective equipment (PPE) 
(c) a component of plant and a fitting, connection, accessory or adjunct to plant. 

 
Serious bodily injuries (SBI) 

(a) death 
(b) loss of a distinct part or organ of the injured person 
(c) injured person is absent from their voluntary or paid employment for more than 4 days. 

 
Specified high risk plant (SHRP) 

(a) air-conditioning unit that incorporates a cooling tower or has at least one compressor with a 
power rating of 50 kW or more 

(b) amusement device used for commercial purposes and used for a recreational purpose and 
carries people while the device is in motion 

(c) cooling towers 
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(d) escalators (including moving walkways) 
(e) lifts 
(f) LP gas cylinders that have a water capacity of more than 0.1 kg that contains liquefied 

petroleum gas under pressure. 
 
Work caused illness 

(a) an illness contracted by the person to which the work, workplace, workplace activity or 
specified high risk plant (SHRP) was a significant contributing factor 

(b) the recurrence, aggravation, acceleration, exacerbation or deterioration in a person of an 
existing illness if work, workplace, workplace activity or SHRP was a significant contributing 
factor. 

 
Work injury 

(a) an injury that requires first aid or medical treatment 
(b) the recurrence, aggravation, acceleration, exacerbation or deterioration of an existing injury 

if first aid or medical treatment is required and if work, workplace, workplace activity or 
SHRP caused the complaint 

(c) a Serious Bodily Injury caused by work, a workplace, workplace activity or SHRP. 
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