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ENTERING A NEAR MISS

To enter the incident portal, Open The Source and select the “Health, Safety & Wellbeing” icon.

Once selected, you will be taken to the below page. Scroll down until you see text box
‘Report an Incident’



Click on the Icon ‘Report an Incident’
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Click on the ‘Report an Incident, 
Near Miss or Hazard’



Type in the details of the person the near miss was reported to. On most occasions it 
will be the supervisor
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This section is where the reporting person is added. If the employee number 
is known, then enter the employee number and click on “Lookup” 

After pressing “Lookup”, all the other 
mandatory fields (red asterisk)in this 
section will be automatically populated

If you do not know the employee number, or if the fields do not automatically populate 
for some reason, then you will need to fill in the required fields (red asterisk) manually.

Note: Employee import from CHRIS into Elumina needs to occur to make this function work 
automatically. Importing should occur every month to ensure employee records are accurate
and up to date  

Check with Elumina
to have this changed with
“Injured” person
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This section is to identify which business unit or team the reporting person belongs. 
You need to drill down from the drop down box until you find the appropriate area
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“Exact location” is a text box for you to fill in the exact location where the near miss 
occurred. If this is an offsite location, it needs to be identified eg Hemmings Park 
(playground equipment - swings) or an open space eg footpath outside 225 Lonsdale St 
Dandenong etc 

Once you are satisfied that all the information has been entered, add the notification 
details above. This will ensure the supervisor is notified via email of the hazard details
(if you are the supervisor entering the report, then put your own email in this field). 

Then click “Finish”
The hazard report will then enter the Quicksafe system for review and processing 6
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As Supervisor, you are now 
required to “Review” the Incident. 

You can access the guidelines from 
the next link in the incident section.  


