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RMIT Classification: Trusted 

Staff member identifies a health and safety 

issue

Staff member notifies their Operational Leader 

and/or the Health and Safety Representative 

(HSR) for their Designated Work Group (DWG)

If the HSR is not available:

• The Deputy HSR in the DWG or

• A HSR for another DWG

Staff member or the HSR shall complete a hazard 

report form

Hazard report completed by:

• Online through P.R.I.M.E.

• Using the Incident 
Notification Form

The Operational Leader meets with the HSR & 

staff member to resolves the issue

Issue 

Resolved?

P.R.I.M.E. report 

Updated to reflect 

actions taken

Yes

Operational Leader to contact Senior Leader to 

request assistance

No

Issue is further investigated by the Senior Leader 

with the HSR, staff member and Operational 

Leader in an attempt to resolve

Issue 

Resolved?
Yes

Senior Leader contacts Senior Advisor, Health 

and Safety for guidance and assistance

No

Senior Advisor, Health and Safety, discusses issue with 

HSR, staff member/ Senior Leader  / Operational Leader 

and determines how to rectify the issue

Issue 

Resolved?
Yes

Senior Leader to table issue at the next health 

and safety committee meeting.  Or an extra-

ordinary meeting is to be called to discuss and 

resolve

No Consideration to time before 
the next HSC meeting is 
held.  If longer than one 

month an extra meeting is to 
be held

Issue 

Resolved?
Yes

HSR can issue a Provisional Improvement Notice 

to the employer

No Senior Leader to 

communicate PIN to staff 

within the affected DWG 

and display in a prominent 

place

Senior Leader to contact Director,  Health Safety 

and Wellbeing  who will determine if the 

improvement / preventive actions requested by 

the HSR are reasonable to be implemented or the 

actions are negotiated

Issue 

Resolved?
Yes

WorkSafe requested to attend site to inquire into 

the PIN

No

Issue 

Resolved?

WorkSafe will determine the 
actions to be taken by RMIT

Yes

Failure to comply is an indictable offence, and 

may be brought before the Magistrates Court

No

P.R.I.M.E. report 

Updated to reflect 

actions taken

P.R.I.M.E. report 

Updated to reflect 

actions taken

P.R.I.M.E. report 

Updated to reflect 

actions taken

P.R.I.M.E. report 

Updated to reflect 

actions taken

P.R.I.M.E. report 

Updated to reflect 

actions taken

Applicable to Victoria, Australia only.  Requirements under the Occupational Health and Safety Act 2004  

 *To be followed in conjunction with HSW-PR07-WI01 


