Sample - Psychological hazard investigation report

Sample: psychological hazard investigation report

Part A: Individual details
	Full name:
	Gender:
 FORMCHECKBOX 
 Male

 FORMCHECKBOX 
 Female 

	Date of birth:

	Contact phone:

(Work)

(Home)

(Mobile)

	Address:




	Job title:

	
	Status: 
 FORMCHECKBOX 

Fulltime
 FORMCHECKBOX 

Part-time
 FORMCHECKBOX 

Casual



 FORMCHECKBOX 

Contract
 FORMCHECKBOX 

Temp           FORMCHECKBOX 
  Ex-employee

	Work Area/Dept:
	
	Working Hours:
	

	Employed since: (date)
	Time in position:
	

	Details of relevant training: when, by whom, topic (i.e. workplace behaviour, bullying and harassment, conflict resolution, managing aggressive clients), refreshers… 




Part B: Incident details
	Type:

 FORMCHECKBOX 
  Incident      FORMCHECKBOX 
  Injury


 FORMCHECKBOX 
  Illness
 
	Timeframe:  

 FORMCHECKBOX 
  One-off incident 

 FORMCHECKBOX 
  Over a period of time: specify timeframe (i.e. January to     

      March 2015) ………………………………………..
        
	Shift start time:

	Date of incident (or most recent incident if cumulative):
	Time of incident (or most recent incident if cumulative) (24hr):
	1st Reported to: 

Position:


	Specific location of incident:




	Describe what happened:  (who was present, were there any witnesses, what was said, describe the incident – the sequence of events leading up to and after the incident)



Part C: Nature of injury/ illness
	Describe injury or illness:





	Location of injury: (body parts affected)




	Initial Treatment:    FORMCHECKBOX 
   Nil
           FORMCHECKBOX 

First aid
 FORMCHECKBOX 

Attended GP



            FORMCHECKBOX 
  Taken to Hospital
 FORMCHECKBOX 
  Admitted to Hospital


	Facility Name:



	Details:





	Further treatment required/ likely: 

 FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 Unsure


Part D:  Mechanism of injury 
Relevant history:

(Previous grievances, existing conflict, etc.…) 
Psychological risk factors: (select all items that could have lead to/contributed to the injury)
	Work Environment
	Organisational Culture
	Authority / Control
	Job Demands

	 FORMCHECKBOX 

Poor workplace layout
	 FORMCHECKBOX 

Poor leadership
	 FORMCHECKBOX 

Low level of influence over how work is performed
	 FORMCHECKBOX 

Inadequate time to do the job

	 FORMCHECKBOX 
   Restricted / limited  space
	 FORMCHECKBOX 

Low levels of support for problem solving 
	 FORMCHECKBOX 

Low level of influence over task demands
	 FORMCHECKBOX 

Inadequate resources to complete the job satisfactorily

	 FORMCHECKBOX 
   Layout or location that interferes with communication
	 FORMCHECKBOX 

Low levels of support for personal / professional development 
	 FORMCHECKBOX 

Excessive responsibility but little authority or decision making ability
	 FORMCHECKBOX 

Working long hours (overtime, through breaks, taking work home)

	 FORMCHECKBOX 
   Layout or location that interferes with social support
	 FORMCHECKBOX 

Values not clearly defined
	 FORMCHECKBOX 

Low level involvement in decision making
	 FORMCHECKBOX 

Work overload or too little to do

	 FORMCHECKBOX 
  Inadequate equipment availability/ suitability
	 FORMCHECKBOX 

Values not regularly communicated
	 FORMCHECKBOX 

Low level of influence over how work is performed
	 FORMCHECKBOX 

High mental task demand (high level decision making, prolonged periods of concentration)

	 FORMCHECKBOX 
   Lack of maintenance of equipment and building
	 FORMCHECKBOX 

Acceptable standards of behaviour in line with values are not enforced
	 FORMCHECKBOX 
  Low level of influence over task demands
	 FORMCHECKBOX 

Monotonous work/ under stimulating or meaningless work

	 FORMCHECKBOX 
   Poor lighting 
	 FORMCHECKBOX 

Low levels of trust amongst employees towards management 
	 FORMCHECKBOX 

Low level of influence over the pace of the work
	 FORMCHECKBOX 

Under use of worker’s skills

	 FORMCHECKBOX 
   Poor air quality and ventilation 
	 FORMCHECKBOX 

Poor communication
	 FORMCHECKBOX 

Low level involvement in determining working hours / shift work
	 FORMCHECKBOX 

High emotional tasks demands or tasks that require emotions to be kept hidden

	 FORMCHECKBOX 

Excessive noise
	 FORMCHECKBOX 

Other:
	 FORMCHECKBOX 

 Other: 
	 FORMCHECKBOX 

Working under time pressures or continually subject to deadlines 

	 FORMCHECKBOX 

High temperature and humidity
	
	
	 FORMCHECKBOX 

Unpredictable shift rosters

	 FORMCHECKBOX 
   Other:
	
	
	 FORMCHECKBOX 

Continuous exposure to people through work

	
	
	
	 FORMCHECKBOX 
  Low social value of work 

	
	
	
	 FORMCHECKBOX 
  High uncertainty in job 

	
	
	
	 FORMCHECKBOX 

Other:

	Support
	Role Conflict & Ambiguity
	Relationships at Work
	Change

	 FORMCHECKBOX 

Inadequate or absent supervision 
	 FORMCHECKBOX 

Expectations of the role conflict with the individuals values or job demands
	 FORMCHECKBOX 

Social or physical isolation
	 FORMCHECKBOX 
   Lack of communication about changes in the workplace

	 FORMCHECKBOX 

Inconsiderate or unsupportive supervision
	 FORMCHECKBOX 

More than one manager which may give rise to conflicting priorities / tasks
	 FORMCHECKBOX 

Poor relationships with co-workers
	 FORMCHECKBOX 

Management of organisation change is not done well or not done at all

	 FORMCHECKBOX 

Low levels of support for problem solving and personal development 
	 FORMCHECKBOX 

Work and job objectives, accountabilities, scope, responsibilities and expectations are not clearly communicated
	 FORMCHECKBOX 

Poor relationships with superiors 
	 FORMCHECKBOX 

Job insecurity (i.e. restructure or redundancies) 

	 FORMCHECKBOX 

Social or physical isolation
	 FORMCHECKBOX 

Other: 
	 FORMCHECKBOX 

Interpersonal conflict 
	 FORMCHECKBOX 

Lack of progress in job/ career for a prolonged period

	 FORMCHECKBOX 

Poor relationships with co-workers
	
	 FORMCHECKBOX 

Lack of social support
	 FORMCHECKBOX 
  Other: 

	 FORMCHECKBOX 

Poor relationships with supervisor/s or manager/s
	
	 FORMCHECKBOX 

Lack of agreed procedures or knowledge of procedures for dealing with workplace problems or complaints
	

	 FORMCHECKBOX 

Interpersonal conflict 
	
	 FORMCHECKBOX 

Other: 
	

	 FORMCHECKBOX 

Other:  
	
	
	

	Rewards & Recognition
	Organisational Justice
	Worker Characteristics
	Other

	 FORMCHECKBOX 

Efforts, contributions and achievements are not recognised at the team level  
	 FORMCHECKBOX 

Procedures are not perceived as fair, unbiased, consistently applied, using accurate information and are open to appeal processes
	 FORMCHECKBOX 

Young/older worker
	 FORMCHECKBOX 

Experience / skill:

	 FORMCHECKBOX 

Efforts, contributions and achievements are not recognised at the individual level  
	 FORMCHECKBOX 

Workers are not able to bring a support person to relevant meetings
	 FORMCHECKBOX 

Returning from a period of extended leave
	 FORMCHECKBOX 

Training/information:

	 FORMCHECKBOX 

Performance appraisal is not undertaken on an annual basis or as required. 
	 FORMCHECKBOX 

Workers are not treated with respect and dignity
	 FORMCHECKBOX 

Physical limitations
	 FORMCHECKBOX 
   Other:

	 FORMCHECKBOX 

Managers and supervisors have not been provided training to undertake providing feedback and performance appraisals 
	 FORMCHECKBOX 

Workers  do not perceive a positive and fair working environment 
	 FORMCHECKBOX 

Cognitive limitations


/learning difficulties
	

	 FORMCHECKBOX 

Workers are not  provided with opportunities for development 
	 FORMCHECKBOX 

Procedural fairness procedures are not applied within the organisation. 
	 FORMCHECKBOX 

Language or cultural barriers
	

	 FORMCHECKBOX 
  Other: 
	 FORMCHECKBOX 
  Other: 
	 FORMCHECKBOX 

Other:
	


Part E – Action required
 (To be completed by OSH rep/ Supervisor/ Manager in consultation with employee, and attached to employee Incident Report)
Which of the risk factors need control measures?
 FORMCHECKBOX 
 Work environment

 FORMCHECKBOX 
 Work demands

 FORMCHECKBOX 
 Role clarity
 FORMCHECKBOX 
 Level of control
 FORMCHECKBOX 
 Relationships at work
 FORMCHECKBOX 
 Workplace change

 FORMCHECKBOX 
 Workplace support

 FORMCHECKBOX 
 Recognition and rewards

 FORMCHECKBOX 
 Organisational justice

 FORMCHECKBOX 
 Worker characteristics
 FORMCHECKBOX 
 Other/s : ……………………………………………………………………………………………………………………………………………………………………………………………………………………

Control measures to be implemented:  (use Hierarchy of Control)
	Corrective action required (immediate & future)
	By whom
	By when
	Completed
	Consultation

	1.




	
	
	
	 FORMCHECKBOX 

Employee

 FORMCHECKBOX 

OSH rep

 FORMCHECKBOX 

OSH Committee

 FORMCHECKBOX 

Supervisor/manager
 FORMCHECKBOX 

Human Resources
 FORMCHECKBOX 

Other:


	2.



	
	
	
	

	3. 




	
	
	
	

	4. 




	
	
	
	


The legislation requires the employer within a reasonable time after receiving the report of a hazard or injury to:


(a)
investigate the matter that has been reported and determine the action, if any, that the employer intends to take; and


(b)
notify the employee who reports the hazard or injury of the determination.
Date employee was notified
    Who by

Comments:
Investigation Completed by: 

……………………………………. (Name) ………………………….. (Position)
 …………………………… (Signature) ………………… (Date)



