
DEALING WITH HEALTH AND 
SAFETY ISSUE FLOWCHART

Health and Safety incident/complaint occurs

Is there evidence of legitimate health and safety issue?

Do they accept the outcome?

Yes

Yes

No

No

REPORT YOUR DECISION 
TO THOSE WHO FIRST 

RAISED THE ISSUE

CHECKLIST

Determine the issue on a factual basis
Avoid conflict and emotions
Do not re-assign the work in question to someone else
Consult immediately those concerned

END

START

ACTIONS

• Eliminate any real or potential hazard or minimise the risk
• Reorganise the work to avoid the area concerned (where appropriate)
• Seek medical attention for anyone injured
• Involve another manager to assist in dealing with the matter
• Investigate the incident/complaint to establish the facts
• Make full notes



DEALING WITH HEALTH AND 
SAFETY ISSUE FLOWCHART

Is the cause of the problem an 
employee performance or behaviour 
issue that I can deal with?

Is the cause of the problem within 
my capacity to deal with?

Yes

Yes

No

No

Note: If the issue has resulted from a clear-cut breach of safety rules it may be best dealt with under the  
Formal Disciplinary Procedure

REMEDIAL ACTION

• Take appropriate measures to eliminate or minimise the 

cause of the problem

• Consider need for retraining/reminder to all employees

REMEDIAL ACTION

Invoke the appropriate procedure for 
dealing with employee performance or 
behaviour problems

REFER TO:

• Next level manager; and/or
• Safety adviser


