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eduSafe
Quick Reference Guide

What is eduSafe
eduSafe is an online system for reporting and managing employee incidents/ injuries, hazards and near misses across the whole of the Department of Education and Training.
eduSafe offers
· A single system for reporting and managing employee related incidents, injuries, hazards and near misses.
· Self-reporting
· Easy access from any computer
· Email notification and automatic reminders
· Live up to the minute incident information
· Comprehensive management tools and reports
eduSafe does not
· Change any existing procedures or policies
· Change the need to notify serious incidents to the Security Services Unit (SSU)
· Change reporting of notifiable incidents to the Victorian WorkCover Authority
· [image: ]Cater for reporting student incidents/injuries
How do I get started?
You will need your current DET login details and password and access to the internet. To access eduSafe type the following link into the browser’s address line:
[image: ]www.eduweb.vic.gov.au/edusafe
Roles and responsibilities
[bookmark: _GoBack]The Department of Education and Training’s Hazard and Incident Reporting and Investigation Procedure describes the hazard and incident, reporting, management and investigation process. Claims for workers’ compensation arising from a work related injury need to be made separately.
Employees
Employees should use eduSafe to report incidents/injuries or hazardous situations, for themselves. You can also report incidents on behalf of other people, such as visitors or colleagues.
Where necessary a WorkCover Claim Form will still need to be submitted.
Principals and Managers
Management are to use eduSafe to manage incidents reported by their staff and to report incidents on behalf of non-employees. eduSafe provides reporting tools and charts. 
Principals and managers are also required to consult with employees and the HSR when making decisions to control health and safety risks. Consultation with employees and HSRs is an important and effective part of managing risks.

Although principals and managers can delegate their role in eduSafe to appropriate nominees, ultimate responsibility for health and safety and management of reported events resides with the principal or manager.
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Control measure: use the help panelon the rightto
‘assist with choosing from the six types, then describe.
what the particular measure entails. You may add or

Target date: st arealistic date by which you expect to
apply the control measure.

Actual complation date: tick when the control
‘measure is completed (leave blank until he control
‘measure is completed).

Final level of isk: cick Next once you have added
allintended control measures, and consider the likely.

tevel ofisk following completion of al
control measures.
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inalising a reported incident/hazard

Anincident/hazard is automatically closed where each
control measure has actual completion date ticked
(closed events can be re-opened as necessary).

Calendar
Clicking the calendar button will show a calendar view
with a handy summary of incomplete control measures
forany incident/hazard thats assigned to you.
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Calendar  Delegation
Delegation

IFyou prefer, day.to-day management of ncidents.
hazards in eduSafe can be assigned to a different taff
member. The delegation button s located in the top
right of the management screen.
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juries and hazards

IFone of your staff reports an incident/hazard you will
receive anotifying email.

Toview or manage the ot
reported event, loginto S
edusafe, then gotothe

Incdent Register.

Then cickon the »

assigned incidents tob, ST

From here you can choose cither view details or
enteraction plan.
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Action plans are used to record the actions that you
have taken or intend to take in managing the incident/
hazard. When entering your action plan, ensure that t
is detailed and specific.

Immediate response -you should record the steps
taken immediately after being advised of the incident,
including dates, times and people involved
(including witnesses).

Initial evel ofrisk - make a judgement o the.
likelihood and consequence of current risk. That
means recording itin the risk matix, before initation
of any preventive measures.
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How do |l get helj

Customisable help. determine how much inputis
offered from Safety Sam, the virtua assistant.

Help Level
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FAQs at the lower left of the screen.
Help button on the toolbar. o
Audiovisual tutorialsto getyou started.

Phone help is available when all ese fils
phone 1300074 715.
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Logintoedusafeand choose T

toreportanindidentor hazard 5
asappropriate.

Fillinthe requied felds,
including allelds with ared [«]
arrow (compulsory felds).

i
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‘The final screen has a submit °
e
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On successful completion you wil be given areference
numberand an email il be sent both to you and your
principalimanager.
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You canviewthe progress [
ofyourreported incident
ity ooig 4«
Viewinddentshazards
immediatelyaferlogging n

You can cancelasubmitted event that hasyet to be
actively managed but you cannot edit detals.
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