
Injured Person

Employer

Treatment Provider

Yes

Yes

YesNo No

No

WORK RELATED 
INCIDENT OR 

ACCIDENT OCCURS

Manager

1. Reports events to Health and 
Safety Representative (HR) using 

Accident/Incident Form

2. Investigate to determine if 
serious harm, and if so, undertake 

notifications immediately. 
If serious harm, review hazard 

controls to prevent reoccurrence

Human Resources 

Record accident in Accident 
Register and work through 

Hazard Control Hierarchy to 
isolate, minimise or eliminate 

the hazard. Hazard involved in 
accident is incorporated into the 

Hazard Register

Employee or first on the 
scene informs Supervisor 
or Manager or Health and 

Safety Representative

Injury Requires 
Treatment?

Lost Time
(Incapacity)

Report to HR and 
Manager as per 
Above Process

Manager to 
immediately advise 
Health and Safety 

Representative and 
CCC H&S Auditor 

who will advise 
OSH and send OSH 

report of serious 
harm within 7 days

Is Injury 
Serious Harm?

Injured person 
completes Vbase 
Accident Incident 
form and gives 

form together with 
ACC Injury Claim 

to Manager

Treatment Provider 
(preferably a 

Registerd Medical 
Practitioner

Copy given to 
injured person

Manager completes 
Accident Incident 
form and forwards 

to Health and Safety 
Representative (HR) 
who then forwards to 

CCC H&S Auditor

Treatment 
Provider must be a 
Registered Medical 

Practitioner

ACC Injury Claim 
Form completed 
by Provider and 
injured person

Treatment Provider sends 
original ACC Injury Claim 

Form plus account to 
CCC H&S Auditor

KEY

ACCIDENT REPORTING PROCESS 
WHAT HAPPENS IF I HAVE AN ACCIDENT AT WORK?

KEEPING HEALTHY 
AND SAFE AT VBASE 


