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Work Health and Safety (WHS) 
Safety Learning System (SLS) 
Frequently Asked Questions -  
Reporting Worker Incidents 
Introduction 
Reporting and recording work related hazards, incidents and injuries are recognised as an important 
component in hazard control and incident prevention. SA Health is committed to continuous quality 
improvement and to ensuring that a standardised process is established to comply with WHS legal 
requirements and to provide data to support hazard control, and WHS prevention programs and 
strategies. 

What are worker incidents? 
The type of incident is relevant to the incident or hazard that you are reporting. They are: 

• Hazard – A source of harm or a situation with the potential to cause injury, illness or 
damage. Examples include: Physical, Psycho-social, Radiation, Manual Tasks, Biological, 
Chemical and Electrical. 

• Incident – No Harm – An event that has occurred but not resulted in harm to a worker / 
workplace or the environment 

• Incident – Injury/illness – The incident has resulted in an injury or illness to a worker eg. 
workplace acquired illness following a biological exposure.  

What are the immediate actions after an incident? 
Please refer to SA Health WHS Incident Reporting and Investigation Flowchart and the SA Health 
Reporting and Notification of a Notifiable Incident (WHS) Flowchart. 

Who reports the worker hazard or incident into the Safety Learning 
System(SLS)? 
All SA Health workers, students and contractors can access SLS to submit a report about a worker 
hazard or incident. The person who is reporting a worker hazard or incident is termed the notifier. 

As a Manager / Supervisor can I log a worker incident or injury for one of my workers? 
Yes, as the workers Manager / Supervisor you are able to log a worker incident on behalf of one of 
your workers. However, you must have the permission of the worker to do so and then you must 
inform the worker that you have done so on their behalf.  
 
As a worker can I log a worker incident or injury for a fellow worker? 
Yes, as a worker you are able to log a worker incident on behalf of one of your fellow workers. 
However, you must have the permission of the worker to do so on their behalf and then you must 
inform the worker that you have done so on their behalf.  
 
As the elected HSR for my workgroup, can I log a worker incident or injury for one of the 
workers in my workgroup? 
Yes, as the elected HSR for your workgroup you are able to log a worker hazard or incident on 
behalf of one of the workers in your workgroup. However, you must have the permission of the 
worker to do so on their behalf and then you must inform the worker that you have done so on their 
behalf. 

http://inside.sahealth.sa.gov.au/wps/wcm/connect/d80641004c4ff6dc9892fbb3172da4a1/FOR222_V2_15131.2+WHS+Reporting+Invest+Flowchart.pdf?MOD=AJPERES&CACHEID=d80641004c4ff6dc9892fbb3172da4a1
http://inside.sahealth.sa.gov.au/wps/wcm/connect/1edfdf804c8fb45aa3f1f7363c9792e8/FOR223_V2_+15131.1+WHS+Reporting+Notifiable+Flowchart-v1.pdf?MOD=AJPERES&CACHEID=1edfdf804c8fb45aa3f1f7363c9792e8
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Remember: Any information entered into the SLS is auditable through the SLS System. You must 
not log a worker hazard or incident on behalf of another worker if you are not authorised to do so on 
their behalf. You must not log a worker incident in another workers name.  

When should a worker hazard or incident report be made? 
Worker hazard or incident reports are to be made into the worker incident module of the Safety 
Learning System (SLS), via the online web form, by the end of shift / working day where practicable. 
In cases when this is not practical due to sick leave, holidays or not rostered back on duty the worker 
incident must be completed upon your return to work. Even though the required reporting timeframes 
have not been met managers are still required to investigate the hazard or incident. 

What are the responsibilities of all SA Health workers, students and 
contractors? 

• Report hazards and incidents to their Managers / Supervisors as soon as practicable, before 
the end of shift / working day, via the SLS or for SA Ambulance Service through the State 
Duty Manager for the Incident Reporting and Quick Assessment (IRQA) 

• Participate in any relevant hazard or incident investigation 
• Participate in the implementation of recommendations arising from the investigation of 

hazards or incidents. 
• Assist in the review of existing risk control measures and future treatments that may be 

required to reduce the risk of further incidents / reoccurrences.  

What if the incident is a Patient incident and not a Worker incident or 
injury? 
In the event that a patient incident has been incorrectly reported as a worker incident it will need to 
be correctly classified and moved.  

• In the Management Tab add the local Patient SLS Administrator (S&Q) as a Reviewer. 
• Use the Email tab to send an email to those added as a reviewer with an explanation that 

the Incident should have been reported as a worker incident and requesting that they take 
the appropriate action. 

It is recommended that you contact the Patient Incident Manager and discuss with them why you feel 
the incident should be reclassified to a patient incident before making the change. Remember that 
when an incident is changed from a worker to a patient incident or vice versa no extra notifications 
are sent via the SLS system, so any appropriate people would need to be emailed through the SLS 
system. 

Lists of local patient SLS administrators and WHS SLS administrators can be found on the SLS 
webpage. 

Can a hazard or incident report be modified by a manager? 
Any incident report in the SLS system is auditable, and as such any entries made or actions taken 
can be seen in the audit trail. The free text fields in which the incident is described ‘what happened?’ 
cannot be amended. New entries can be made and these will be ‘date and time stamped’, and 
indicate who made the additional entry.  

http://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/clinical+resources/safety+and+quality/safety+learning+system/patient+incident+management+in+safety+learning+system
http://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/clinical+resources/safety+and+quality/safety+learning+system/patient+incident+management+in+safety+learning+system
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Can a worker’s incident report be rejected? 
Yes. Within the SLS system in the approval status section there are three reasons on which a worker 
hazard, incident or injury report can be rejected. Reasons for rejection are: 

• Duplication –  
o This can occur if for some reason more than one worker incident report has been 

made for the same incident, one of the reports can be rejected. The local WHS 
Professional will link the 2 duplicate reports together, keep the incident report that 
has the most information, and change the duplicate to ‘rejected’ status. 

o If an incident occurs and more than one worker is directly involved each worker is 
able to submit a worker incident report. Each incident must be investigated 
individually and none should be rejected, these reports can be linked via the SLS 
system. 

• Other reason –  
o When ‘other reason’ is selected as a reason for rejecting a worker incident a free 

text box appears. In this text box the manager can write their reasons for rejecting 
the worker incident report, however the local WHS Professionals upon review of the 
rejected incident reports may reopen the  worker incident for investigation if they 
deem it necessary to do so. A full investigation should then be conducted for the 
incident 

• Submitted via incorrect module / form – 
o When ‘submitted via the incorrect module / form’ is selected as the reason for 

rejecting a worker incident, the local WHS Professionals upon review of the rejected 
incident report may reopen the WHS SLS for investigation if they deem it necessary 
to do so. A full investigation should then be conducted for the incident. 

Worker incident reports should only be rejected by the local WHS Professional. Rejected SLS 
reports should be reviewed on a regular basis and any that have been inappropriately rejected 
should be reopened and the investigation completed. Worker incident reports should not be rejected 
on the basis that a person does not believe an investigation of the incident is required. All Worker 
incident reports should be investigated as required. 

If a Worker incident is submitted and the worker chooses not to use their name, this is not a reason 
to reject as each incident must be investigated. 

The content of the rejected incident report is retained by SLS. Changing to rejected status means 
that the incident report isn’t included in any count of incidents.  

Can a report be deleted? 
No, a Worker incident  report cannot be deleted as all Worker incident reports are auditable through 
the SLS system.  
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Help is available  
• Managers, and local WHSIM business units or WHSIM Professionals  
• The SA Health Safety Learning System webpages via a link within SLS 

 
• SA Health Policy Directive Work Health and Safety, Reporting and Investigation  
• SA Health Procedure  Reporting and Investigating WHS Hazards and Incidents. 

 

 

For more information 

Workforce Health 
11 Hindmarsh Square 
Adelaide SA 5000 
Email: HealthWHCommunications@sa.gov.au 
FS020 20/3/17 
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http://www.sahealth.sa.gov.au/wps/wcm/connect/public+content/sa+health+internet/clinical+resources/safety+and+quality/safety+learning+system/patient+incident+management+in+safety+learning+system
http://inside.sahealth.sa.gov.au/wps/wcm/connect/347d27004d55f09c9d30bdd08366040b/Directive_WHS+Reporting+and+Investigation_13042016.pdf?MOD=AJPERES&CACHEID=347d27004d55f09c9d30bdd08366040b
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