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This document is prepared for the sole and exclusive use of the party or organisation to which it is addressed. Therefore, this
document is considered proprietary to Recovery Partners and may not be made available to anyone other than the addressee or
person within the addressee’s organisation who are designated to evaluate or implement the contents of this document. Recovery
Partners reports may be made available to other persons or organisations only with written permission of Recovery Partners.

All rights reserved. This publication is the copyright of Recovery Partners ABN 41 481 821 338. No part of this document may be
reproduced or transmitted in any form by any means, electronic or mechanical, including photocopying and recording, or by an
information storage or retrieval system, without the express written permission of Recovery Partners.
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INTRODUCTION

Introduction

Welcome to Diligence LITE — your safety and injury management just got a whole lot easier and
your company will be a whole lot more compliant. Diligence LITE is the ‘beginners’ program’ —
we’ve switched 8/10 of the Diligence system off to create Diligence LITE so you can only see what

buttons are available to you right now.

Why?
Ever got a new mobile phone? It takes a while to get used to. Humans i.e. your employees, don’t
like change. They especially don’t like lots of new things introduced at once. We have taken the
same approach to this digital WHS and RTW platform as we do when we develop a safety system
for any business. You can’t hand a whole heap of policies and procedures over a desk and go
‘there you go company — make this work’. Because that doesn’t work.
Simple works. Especially for a new platform or process. So, we start you off with the functionality
that 98% of our clients want;

= Checklists / audits (you can run 70% of a safety system through these)

= Near miss and incident reports

» Investigating those reports to generate corrective actions

= Tasking people with safety actions and keeping track of their completion

» Managing injuries
Check that things that should be done are being done (checklists) and if something goes astray,

manage the incident effectively.

Don’t be fooled that the Diligence system can’t manage your entire safety and injury management
system with;

= Risk assessments — basic and advanced

» Safe Work Procedures

= Planned Task Observations

= Auto generated safety committee agendas and minutes

=  And much more

But that’s for later. Let’s get you familiar with this condensed system first.

To make your life, as someone charged with managing safety in your organisation, MUCH easier!
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SYSTEM SETUP

Your Recovery Partners consultant will set up the basics in Diligence so you can just start using it.

They will use this as a guide.

o Operations

» Regions / Operations — Generally, this will be a city or suburb followed by the state of
your operations or premises i.e. Sydney (NSW), Brisbane (QLD), Melbourne (VIC) etc.
= Areas - Following this, we breakdown those operations or premises into certain ‘Areas’

within those operations, example in the figure below.

l Company XYZ Pty. Ltd. ‘
\ ! J
Sydney Brisbane
(NSW) (QLD)
Warehouse l Workshop ‘

0 Users & Types

Melbourne
(VIC)

Office &
Administration

Office &
Administration

Workshop ‘ Warehouse ‘

Warehouse ‘

=  Prime Control

= Control
= Standard
* |nput

o Checklists

=  What system ones do you want to keep?

»=  What built ones do you want?

o Notifications

= What do you want to be notified of?

o The Diligence Application

= How to download and use

o HSE Roles

= This gives certain users certain roles within the system i.e. Incident Investigator (will allow

this user to be selected to investigate any incidents) etc.

Diligence - LITE WHS Online. Simplify. Comply. Page 7 of 76
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SYSTEM OVERVIEW

Status Reports

= This is your corrective action register — everything noted that is not conformant or needs
improving auto saves in here. nothing can get forgotten until its closed out

= Assign tasks, get reminders, know who is overdue — get it done!

Checklists / Audits

» 45 already in the system - build your own — anytime!

»= Any issue found auto enters the status reports

Incident Management

» Workers can report near miss and incidents
= Diligence Lite will prompt for an investigation — any issue found auto enters the status
reports

Injury Management

* Incidents resulting in injuries enter a staged process of management

» RTW plans, reminders on medical certificates and much more

Task Manager

= Assign tasks directly out of status reports or as you want.

= Know who has completed and who is overdue

Checklists
and audits

Task
Manager

Injury Incident
management management

Diligence - LITE WHS Online. Simplify. Comply. Page 8 of 76
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Legal Compliance

You will notice in the Model Code of Practice How to Manage Work Health and Safety Risks, the

risk management wheel. We have aligned Diligence LITE with this.

Incident

Checklists and ane
management

audits ‘ INVESTIGATIONS

Identify hazards

Incident Management
management commitment

STEP 4

Review control Control risks

Best Practice Compliance 1ISO45001

ISO45001 has just been published and is a new world-wide standard for OHS Management

System requirements. Diligence will also assist in achieving ISO45001 compliance.

Review & Define
Prevent Policy

Diligence

C he Ck , WHS Online. Simplify. Comply.
Correct &
Improve

Plan &
Appoint

Implement
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Navigation bar — Left Hand Side of screen

222 DEMO - Diligence Lite

@& Dashboard

I Organisation Workspace
My Workspace

il Status Reports

B Task Manager

A Incident Management
& File Manager

& Online Guide

Home page. Tell us what you quickly want to see.

Only Control Users can see this button. This is where you can
add users, add employees, determine what they can do and
see, build your own checklists. Things that you don’t want
everyone to do.

This area is where you complete all your risk management
actions. We have switched a lot of things off in here to keep it
simple. For now — this is where you find your CHECKLISTS

Think of this as — ‘what’s the status of my CORRECTIVE
ACTION REGISTER?’ What do we need to do to be more
compliant? What do we need to improve? You can assign tasks
for completion directly from here.

Assign people tasks and keep track of completion. These are
tasks related to anything required in the system, not just
Corrective Actions.

REPORT near miss, injuries and Vehicle-Equipment-Property-
Incidents (VEPI). Any injuries enter the first aid, medical
treatment or lost time INJURY MANAGEMENT streams.
Investigations can be initiated.

Upload documents like your WHS Policy. Also, any document
completed in the system is saved in here as a PDF with a
search function.

Screen shot demos of how to use the entire system. Don’t worry
about this right now and use this document. Keep it simple.
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Top Bar — top Right Hand of screen

The Top Bar is your alert centre to quickly see what new actions are required by you, what actions

need to be assigned to someone else and what actions have occurred.

S. Lloyd -

My Actions (Actions from Status Report that I've been asked to do). If you
have none the man icon will not appear. If you are assigned a status
action it will appear here.

All Status Report Non-conformances. Think of a status report as a non-

25 conformance report. All users can see all non-conformances as they

Lab. may be asked to assist in the corrective action. THIS IS CHECK AND
CORRECT in the ISO45001 process.

Notifications; There are 56 types of notifications the system can alert you
to. E.g. ‘tell me when someone has finished a checklist’. Tell us what you
want to be naotified of and we can set this up for you. You will be notified
by email and via the lightening symbol.

e
w

Confirmations of Tasks; This is to show the person that set a task for
someone — that its been done. This way you can quickly check its been

= done the way you wanted it to be and close it out. Only the control and
standard users can see this. An input user should never see this icon as
they can only assign themselves tasks — not other people.

i
N

Task Manager; This shows a list of Tasks that need to be completed by
whatever user has logged in.

Reminders; Show you anything that is about to expire in the system. E.g.
Medical certificates, contractors licences etc.

S Log out / Profile (Profile shortcuts you to My Workspace / Profile where
you can change your password).

—
d d O
|
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USER TYPES

Every organisation is different. Talk to us about who should do what throughout your business and

we can help set this up for you.

Remember — no organisation can be compliant with WHS laws if there is only one person doing all
the safety activities. In fact, the law states that management have responsibility. Management don’t
have to do the actions — but they have a legal obligation to ensure they are done. With that in mind

Diligence LITE is all about assigning who will be responsible and who will do the actions.

1. Prime Control User: sees entire company and all sites (operations) and all areas within those
operations. Can set up employees, alter headers and footers, set up users, set up the entire
system and is the controller of the program. Can do everything the users below can. Who will

be running and overseeing the overall system? Often a WHS Manager or HR Manager.

2. Control User: As above but can only see operations within a singular region that person
oversees. Cannot set up employees. Cannot alter headers and footers. Can add users and
manage the entire system and controller of the program in their region. Can see and manage
all operations and areas within that region. Can do everything the users below can. Who will
help run the system in a particular region? Could be an Area Manager. Smaller organisation’s

won't need 2 layers of control users.

3. Standard User: Normally Operational Manager or departmental/shift etc manager. These
people make decisions on actions that are required i.e. allocating action to persons to
complete. They hold those responsible accountable for completion of tasks. Who is responsible

at a site level? Maybe the site/branch manager.

4. Input User: These users put into the system like completing checklists, incident reporting etc.
They cannot allocate actions although they can see the status reports and put in progress
reports etc. Who will perform most of the activities e.g. complete inspection checklists? Often

a WHS Committee member or HSR. Maybe the operator of a machine or vehicle.

Diligence - LITE WHS Online. Simplify. Comply. Page 12 of 76



Recovery Partners

NOTIFICATIONS

Be notified when anything happens on your system! Notify was built so that you stay informed
via; System Alerts and Email. This allows for the effective achievement and awareness of system
functions. There are numerous notifications that are useful for numerous reasons, but as we don’t

want 100’s of emails clogging our inbox, we have listed the most recommended notifications below:

Type ‘ Name Description ‘
All Status Reports A status report has been updated
All status report progress Progress has been added on a status report
All status report .

P A dependency action has been made on a status report

dependency
All Status Report Actions An action has been made on a status report

Status Reports /

i i All Status Report Ops .

Risk Register P P An item has been closed off on a status report
Manager Remarks
All status reports action An action for a non-conformance has been missed on a
date missed status report
No built status report action | When a built status report action has not been actioned after
added 7 days
No Ad Hoc status report When an Ad Hoc status report action has not been actioned
action added after 7 days
Incident Report Created An incident has been reported

Incident Notifiable incident created When an individual has been injured

Management
Incident Investigation An Incident has been created, and you are one of the
Report Role Investigative members

RTW / Injury . An Incident has been created, and you are the Injury
Injury Management Role

Management Manager
Missed Task An assigned task was not completed
Appointment Creation Appointments are created
Checklist Completed A checklist was completed

U

Op.tllonall Document creation Any document is created

Notifications
Incident ad hoc hazard All checklist notifications
Risk Assessment Risk Assessment Creation
R Analysi .

oot Cause Analysis A root cause analysis request has been completed

Completed

*The Optional Notifications are not recommended for every user or to be switched on forever, these are likely
the notifications that will clog your email inbox. However, these natifications can be extremely useful for certain
positions / roles or in the beginning of Diligence implementation to observe tasks are being completed through
the system as required and are not missed.
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The ‘Notifications’ will appear on the ‘Top Task Bar’ in the form of a ‘Lightning Bolt’ icon. Whatever

notifications are there, will be numbered as can be seen below.

L.Currey»

#A Home > Dashboard

Dashboard

Work Permits

10 records per page
Contractor Operation
- a

v

No data available in table

4

Showing 0 to 0 of 0 entries

@ A
Search:
Permit Date Completion
Type % Authorised $ Date s
»
Previous Next

= Pending Checklists

10 records per page Search;

Area
Title S Operation s
Built Taren Point N/A
Checklist/Inspection NSW
Built Taren Point N/A
Checklist/Inspection NSW

“»

Creator

“»

Jamie
Wiegold

Jamie
Wiegold

CLICK on the ‘Lightning Bolt” icon (Notify) and a drop down with all the ‘Notifications’ will open.

A Home > Dashboard

Dashboard

= Work Permits

10 records per page
Contractor Operation
- a

You have 1 system notification

I Built Status Report Progress - Tony Halpin

Poor housekeeping in locker room (Taren Point NSW)

Date Created: Tuesday, 2019

View All Notifications

@ Clear

%

Search:
Permit Date
Type £ Authorised & s

records per page

Title - Operation

Search:

Area

a
4

L.Curreyw

“

Freator s

CLICK on the notification ‘Link’ icon and you will be taken to the item requiring your attention.

Note, in the top right of the notification drop down, you will locate the ‘Clear’ button with a bin icon

next to it, CLICKING this will allow the clearance of all notifications.

Diligence - LITE

WHS Online. Simplify. Comply.

Page 14 of 76



Recovery Partners
Lastly, an email, as seen in the format below, will be sent to all users that have this notification

turned on.

Diligence Notify: A Status Report has been updated

< coen
sp RRP <support@diligence.com.au> 3 Reply 3 ReplyAll | > Forward

To Luke Currey Tue 4/06/2019 2:10 PM

Recovery Partners

£ piligence

Diligence Notify: A Status Report has been updated

ALL STATUS REPORTS

I A Status Report has been updated I

| Feedback: Housekeeping improved but boxes stacked to high I
I Date Created: 2019-06-04 I

I Click here to open your notification now on Diligence I

or follow this URL login.diligence.com.au/alert-notify-transfer.php?uid=12884

RRP

Powered by Diligence © 2019 v

In this email you will see:

1. System notification type
Description of notification
Feedback or comments

Date feedback or comments were created

o M Db

A link to open the notification now on Diligence

Diligence - LITE WHS Online. Simplify. Comply. Page 15 of 76
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CHECKLISTS

Let's keep it simple and start with checklists. Build your own or use one of the 43 already in the
system. Checklists can be used for thousands of uses in safety. Even pilots use a checklist before
they start the plane. Each workplace will have a different requirement, but some examples of
checklists may be;

»  Workplace hazard inspection checklist

= Forklift pre-start checklist

= Induction checklist

= Safety harness checklist

= Event planning checklist

= Slips trips and falls checklist

= Pre-excavation checklist

= Scaffold inspection checklist

» Food safety checklist

= Its endless — and easy!!

Mark ‘Go’ if its good and ‘No Go’ if something needs doing or if it doesn’t apply. Anything
marked ‘No Go’ and commented on automatically enters the Corrective Action Register and shows

up in your Status Reports. (check the Status reports in the Left Bar or the symbol on the Top Bar).

€ ] Health and Safety Representative

M Organisation Workspace <
Select an Operation
El My Workspace < Select an Operation.
il Status Reports -
1. Slips, Trips and Falls and General Housekeeping.
4+ Report Assistant
Question Go No Go NIA ‘Comment

Ll Open Reports (3] Is the workplace maintained free of hazards that could cause incidents? (o)

& My Status Actions

2. Are surfaces free of water, oil, or other fluids or SUBS 2 (o]
& Status Actions Allocated
™~ .
S S e 3. Are floor coverings (hole openings) secure and are permits in place where required? ()
A Missed Status Actions
4. Are all floor gratings in place and secured? N
Task Managg’_ < 0 Grate outside office door is dislodged and needs to
be repaired|
e < e e e e T ~

& File Manager

& Online Guide

Diligence - LITE WHS Online. Simplify. Comply. Page 16 of 76
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Why do we use ‘Go’ and ‘No Go’ instead of Yes and No?

Let’s look at this question asked two different ways;
1. Is thefloor clear of trip hazards? ‘Yes’ = Good ‘No’ = Bad
‘Go’ = Good ‘No Go’ = Bad

2. Arethere any trip hazards on the floor? ‘Yes’=Bad ‘No’ = Good
‘Go’ = Good ‘No Go’ = Bad

By using ‘Go’” and ‘No Go’ it doesn’t matter how the question is asked in the checklist. All items
seen as not correct or needing improvement will be answered as ‘No Go’ and auto populate the
Status reports for action. So, you don’t need to think too hard when you create a checklist and it

doesn’t matter who you get to create a checklist.

Let’s Get Started

You can build your own checklists but let's get the guys and gals at Recovery Partners to do this
for you at this stage. Keep it simple and just focus on getting safety compliance up and running by
getting others in the business using the system and making your job at controlling safety

throughout the business easier.

You can look at what Checklists are available by doing this....

£22 DEMO - Diligence Lite

@ Dashboard

I Organisation Workspace <
My Work v .

y orepace CLICK on ‘My Workspace’ (Side Bar), then
(& Checklists CLICK on ‘Checklists’.

1

{= Inventory List

& My Profile
[l Status Reports <
B Task Manager <
A Incident Management <

& File Manager

& Online Guide

Diligence - LITE WHS Online. Simplify. Comply. Page 17 of 76
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This will open Checklists on your main screen area.
CLICK on ‘Available Checklists’ and use the ‘Search Area’.

M| Home > My Workspace > Checklists Available Checklists
»

A

Checklists

Checklists ® A X
10 records per page Search:
Name “  Operation *  Area 2 % Date s

No data available in table

Showing 0 to 0 of 0 enfries Previous Nexd
Completed Checklists @ v X
10 records per page Search:
Category “  Operations  Name %  Created Dates
12 / Construction NSW Pre Excavation Checklist -Dean Leek 2019-02-28 18:35.pdf | UGN  2019-02-28

Showing 1 to 1 of 1 enfries Previous - Next

S Lloyd~

@ Home > My Workspace > Checklists

Checklists

Available Checklists @ A X
10 records per page Search: | offi <
Category - Title s Action s
Policy HSMS/1.2.7 A Office Health and Safety Representative

Previous - Next

Showing 1 to 1 of 1 entries (filtered from 43 total entries)

You can ‘Preview’ the checklist or complete a ‘Onceoff’ of the checklist yourself by CLICKING the

appropriate button.

To get someone else to complete the Checklist you need to TASK them.

Diligence - LITE WHS Online. Simplify. Comply. Page 18 of 76
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TASKING A CHECKLIST

(Only Control and Standard Users can do this)

EMO - Diligence Lite

@ Dashboard

I Organisation Workspace <

My Workspace <

|l Status Reports <

E2 Task Manager ~ | CLICK on ‘Task Manager’ (Side Bar), then
4+ Create Task CLICK on ‘Create Task'.
B My Tasks
= All Tasks
B Task Archive
A Missed Tasks

& Incident Management <

& File Manager

& Online Guide

The Create Task window will open.

Create Task

¢7 SELECT what type of checklist;
Task Built Checklist/Inspection

One from the system (HSMS
Built Checklist/Inspection | | v |
| Q) checklist), or
Frequency (how

Select Task E ciEg One that has been built by/for you

Built Checklist/Inspection ) _
(Built Checkist)

Internal Task ® Create Task

Inventory List
ToolboxTalk

v

SELECT the checklist, then

Create Task

Task HSMS Checklist/Inspection
SELECT who you want to
HSMS Checklisvlnspect..| v ‘ Office Health and Safety Representative (Policy) v
complete it, then
User Frequency (how

fien,

Simon Lloyd Input - Operation v

Quarterly v

¥~ SELECT how often you want then

/ @ Create Task CheCk|ISt COmDIEted’ then

CLICK ‘Create Task’. The Task Settings Window will now open.
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Task Settings

Quarterly Task
HSMS Checklist/Inspection - Office Health and Safety Representative

tart Date Repeat (how many after Start Date,
p—
—»| 2019-03-03 8 4

Comment

—>> Hello Simon Input - Please remember to include the car park in this inspection

@ Delete Task © Create Task [ au

SELECT the ‘Start Date’ of when the task should start, then

SELECT how many ‘Repeats’.
In this instance, it's a quarterly inspection so 8 repeats are 2 years’ worth of inspections.

— ADD any ‘Comments’ that you want the person completing the checklist to consider, then

CLICK ‘Create Task'.

Awesome! You've just created an ongoing task for someone.

Diligence - LITE WHS Online. Simplify. Comply. Page 20 of 76
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COMPLETING THE CHECKLIST

(Any user type can be assigned this task but usually it would be done by an Input User)

The assigned person will now get this notification in 4 ways

al b &:1 Sl They can CLICK on ‘Go =’ and it will take them

straight into the checklist, as seen below.
HSMS Checklist/Inspection (x]

Office Health and Safety Representati /e Or they can come back later and CLICK into the
Hello Simon Input - P ber to include th . .

e — ‘Task Manager symbol, which will take them
park in this inspection

straight to the relevant task. You can see the

Needed by Today. God b

numeral 1 indicting this person has 1 incomplete
task waiting for them.

They will also see their Dashboard Task Manager area that shows what they need to complete.

wm’ & g’ S Lloyd Input
# Task Manager 2019-01-22 - 2019-03-08 @ A
10 records per page Search:
Task “  Neededby s
Quarterly Office Health and Safety Representative 2019-03-03, Sunday %

Showing 1 to 1 of 1 entries evious Next

All My Tasks

By CLICKING on the ‘Chain Icon’, they will be taken straight to the relevant checklist for completion.

A Home > Checklists > Cheexlist

Office Health and Safety Representative

Operation: Operation

Select an Inspection Area

| Select an Inspection Area. ‘ ~ ‘

1. Slips, Trips and Falls and General Housekeeping ¢

Question Go

1.1s the workplacs maintained free of hazards that could cause incidents? (o]

2. Are surfaces free of water, oil, or other fluids or substances? O
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They can also go the Side Bar and CLICK on ‘Task Manager’ and ‘My Tasks’ which will show the

below screen.

The same ‘Chain Icon’ can be seen indicating what is due now. If they CLICK on this ‘Chain Icon’,-

it will take them directly into the relevant checklist.

£22 DEMO: DEMO - Diligence Lite/ Operation

@ Dashboard
B My Workspace <

[l Status Reports <

9 Task Manager v

+

Create Task

My Tasks

All Tasks

Task Archive

A Missed Tasks
A Incident Management <
& File Manager
& Online Guide

L] pport - Offline

@ Package Info

0.0 /10GB

Gl

A Home > My Workspace > My Task Manager

My Task Manager

My Task Manager

10 records per page

Task

Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative
Quarterly Office Health and Safety Representative

Quarterly Office Health and Safety Representative

Showing 1 to 9 of 9 entries

Create Task

Search:

Needed by

Sunday, 2019-03-03

Monday, 2019-06-03

Tuesday, 2019-09-03

Tuesday, 2019-12-03

Tuesday, 2020-03-03

Wednesday, 2020-06-03

Thursday, 2020-03-03

Thursday, 2020-12-03

Wednesday, 2021-03-03

“»

Previous - Next

The assigned user now completes the checklist. While doing this they notice this issue;

7. Are all electrical light and plug switches in a good and safe condition? 0

8. Is all lighting operational and clean?

When they get to the end of the checklist, they

CLICK the ‘Complete Checklist Button’.

The light switch in the Board Room looks burnt and

needs to be replaced

/ « Complete Checklist

Diligence - LITE
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They then need to do 4 more things to complete their actions on the checklist which is done near
the Top Bar.

I.L1 L] iz S.Lloyd Input +

Add Final Comment Sign Completed Checklist

Operation: Operation

Add any ‘Final Comments’
Add any Photos
Sign the completed checklist

CLICK Download and Save PDF —

A w0

1. Prevention of Slips, Trips and Falls B + Photos [0]
Question Answer Comment

1. Cables and cords not in walk areas No Go  Test # Edit
2. Area free of water, stored boxes, waste bins Go # Edit

The downloaded document can be saved locally but it will Download & Save PDF

auto save into the File Manager.

The user is finished and can now see they have no more items to complete as their

task manager icon in the Top Bar now shows no numbers.
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CONFIRMING THE TASK IS COMPLETE

(Control and Standard Users)
The person that issued the task is now notified in the Top Bar that the task is complete in the

Confirmation of Tasks icon. Note the numeral #1.

S. Lloyd -

Also note the Status Report Icon has grown from 3 to 4. This is because the issue found in the

checklist needs to be actioned from here.

By CLICKING on the ‘Confirmation of Tasks Icon’ the following window opens.

You have 1 unattended confirmations 1 Cilear

B Quarterly Office Health and Safety Representative
Scheduled: 2019-03-03 | Completed: 2019-03-03 @

View All Tasks

CLICK on the ‘Eye’ icon and get taken to your Task Status View. This tells you when the task was
seen and when it was completed. Now CLICK ‘Confirm’ to close this task out. The system now

knows that you have seen it is completed.

Task Status View

Task: HSMS n - Office Health and Safety Representative

laase remember to include the car park in this inspaction

3
»
8

[ - I - - -
g
]

Needed - Seen ® Completed + Qconfimed ®
2016-03.03 2019-03.03 0532 am 2015-03.03 05:44 arn =z

2019-06-03

2019-08-03

2019-12-03

Your Top Bar will now show there are no more items to confirm.

£ S.Lloyd +
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ACTIONING ISSUES FOUND DURING CHECKLISTS

i S. Lloyd

The ‘Status Report Icon’ now shows there are 4 items outstanding. Let’s action the one found in
the above example. CLICK the ‘Status Reports Icon’ which will take you into the ‘Status Report
Grid’ (see below). This is your Corrective Action Register. Note the issue found above is logged at
the bottom.

Company Status Report Grid

Company Status Report Grid ® A
100 | records per page Search B
Report Operation Dependency ~ Action  Manager Date

¥+  Source * ¥ Area ¥ Non-conformance ¥ ReportBy +  Observation v+ Date ¥ T by o+ v ¥
SHE Office Healthand ~ Operation ~ Operation = Are all electrical light and plug switchesina good and ~ Simon Lloyd  The light switch in the Board Room looks bumt and 2019 'y 'y
Rep Safety safe condition? Input needs to be replaced 03-03 None
General  Pre Excavation NSW Area Have all underground services been located? Deanlesk  nosenice plans available 2019- A A
02-28 None

You can now assign who needs to go and implement the relevant control by CLICKING the ‘Action
Box’. This will open a box allowing you to choose who will implement the control.

Rep Inspection Status Reports

= Show All

Rep Inspection Status Reports ® A

100 | records per page Search

Operation Action Date
#~  Dae % #  Observation % SHERep/Insp ¢  Person to Gomplete Remedial Actions %  Remarks by Manager % Completed Dates  Managers
01 2019-03-01 Operation Are all elestrical light and plug switehies In a good and safe condition? Simon Lloyd Pending Person and Action Dale
The light switch in the Board Room looks burnt and needs to be replaced  Input
q »

Showing 1101 of 1 entres Provious - Nex

The chosen person and due by date can be added in the window by CLICKING ‘Pending Person
and Action Date’.

Diligence - LITE WHS Online. Simplify. Comply. Page 25 of 76



Recovery Partners

Add Compliance Action

Observation: The light switch in the Board Room looks burnt and needs to be replaced

Employee
;::Dyd - B 4«—SELECT employee to action, then
Action Date

£ 2019-03-03 4 SELECT action date, then

<J-CLICK ‘Save & Send Email’

They will now receive an email telling them to action this item. The person emailed will also get an

alert in their Top Bar against their

S. Lloyd Input -

By clicking into the item requiring action, a window will open enabling the person who needs to

action this item to enter relevant information. The ‘Paper Clip Icon’ allows for progress reports.

Rep Inspection Status Reports

£ Show All
Rep Inspection Status Reports ® A
100 | records per page Search:
# SHERep/ erson to Complete Action Remarks by Completed Manager
“ Date & Observation ¢ insp ¢ Remedial Action ¢ Date # Manager ¢ Date ] :
01 2018-  Areal eletrical ight and plug switches In a good and safe condiion? Simon Lioyd  Simon Lioyd Input 2019-03- Simon
03-01 The light switch in the Board Roam locks burnt and needs to be replaced Input n n 3 03 Lloyd

Progress Report

ABC electricians have been called and will be here tomorrow a.m. In the meantime we have put duct tape over the switch an
placed a sign saying DO NOT TOUCH

(Simen Lioyd Input) 2019-03-03

4

CLICK the Paper Clp con' o open he

Progress Report window. Progross Foodsack

ABC have been and the switch is replaced

‘Shawing 110 10f 1 entries

TYPE any comments re. the progress of

You can upload supporting evidence by dragging them in the box below. Please note only image files
and PDFs are accepted

the item requiring action.

If required, ADD PHOTOS or PDFs by
dragging and dropping or clicking on the 6
window and locating images within the Drop files here to upload

users computer/phone.

; « Save

CLICK ‘Save’ to add the progress report.
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- CLOSING THE ISSUE OUT

The manager of the relevant area can now verify the action is complete and close out the issue

with any comments by CLICKING ‘Pending Remark and Completion Date’.
AN

# Home » My Workspace » Rep Inspection Status Reports

Rep Inspection Status Reports

& Show Al
Rep Inspection Status Reports ® A
100 | records per page Search
# Operation SHERep/  Person to Complete Action Completed ~ Manager
“  Date# &  Observation & Insp & Remedial Action & Date % emarks by Manager 4 Dae $ s
01 2018-  Operation Are al elecirical light and phug switches n a good and safe condition? Simon Simon Lloyd Input 2018- Simon
0301 ‘The light switch in the Board Room looks burt and needs to be replaced vt (2 B 0303 Lioyd
Progress Report

ABC electricians have been called and will be here tomorrow a.m. In the meantime we have put duct tape
over the switch and placed a sign saying DO NOT TOUCH
(Simon Lioyd Input) 20180303

.
ABC have been and the switch is replaced
(Simon Lioyd Input) 2018-03-03

4 »

Shawing 1o 1 of 1 entries Previous - MNext

The item now changes to green in color indicating it has been closed out and the Top Bar will show
the Corrective Actions icon reduce from 4 back to 3.

# Home > My Workspace > Rep Inspection Status Reports Add Manual Action

Rep Inspection Status Reports T - |

Rep Inspection Status Reports

@ A
100 | records per page Seard
Operation SHERep/ Person to Complete Action Remarks by Completed  Manager
“  Dates 4  Observation & Insp &  Remedial Action + Date 3  Manager &  Date s s
01 2019-  Operation  Are al electrical ight and plug swilches in @ good and safe condition? Simon Lioyd ~ Simon Lioyd Input 2019-03-  Complete 2018-03-03  Simon
03-01 The light switch in the Board Room looks bumt and needs to be replaced Input 03 Lloyd
Progress Report

ABC electricians have been called and will be here tomorrow a.m, In the meantime: we have put duct tape over the
switch and placed a sign saying DO NOT TOUCH
(Simon Lloyd Input) 20180303

ABC have been and the swilch is replaced
(Simon Lloyd Input) 2019-03-03

1

Showing 1101 of 1 enries Previous . Next
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ONCE OFF (RANDOM) CHECKLIST COMPLETION

There will be occasions where you don’t want to ‘task’ someone to complete a checklist and want

to complete it yourself. For that matter anyone can do this if they are concerned or simply being

diligent.

Follow the instructions on page 14 and 15 to locate your checklist, and simply CLICK the ‘Once

Off" button to begin the checklist.

@A Home > My Workspace > Checklists

Checklists

Available Checklists @ A X
10 records per page Search: | off{ /
Category - Title +  Action s
Policy HSMS/1.2.7 A Office Health and Safety Representative

Showing 1 to 1 of 1 entries (filtered from 43 total entries) Previous n Next
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BUILD YOUR OWN CHECKLIST

(Control Users Only)
You can build your own checklists for any purpose easily. It will instantly integrate with the system
and behave exactly like the examples all shown previously in this guide. Only Control Users can

build checklists as we want any process used by your business to be tightly controlled.

£22 DEMO - Diligence Lite

& Dashboard
M Organisation Workspace v | CLICK into ‘Organisational Workspace’, then
i\ Activity Manager <
&8 Builder ~ | CLICK into ‘Builder’, then
& Cheokiist CLICK ‘Checklist’.
i Employees
Ll Reports <
£ Settings <
My Workspace <

Create Checklist CLICK ‘Create Checklist’ orange button located in top right.

This window will now appear;

Create Checklist

Checklist Name

[ Example checklist - racking inspection| |

Checklist Type Inventory Assigned

‘ Plant and Equipment ‘ ~ ‘ |
Copy Current Checklist In App Photographic Evidence

‘ No Copy Required [ ~ ‘ Camera / Gallery | ~ I

ENTER the title of your checklist
SELECT checklist type - what part of the system is most relevant to this checklist?
Inventory (leave this until later)

P 0D PR

Copy current checklist — you will only do this if you are creating a checklist that is very similar

to an existing checklist — let's assume here that you don’t so leave as No Copy required

o

In App Evidence — leave as Camera/gallery — this allows you to add photos to the inspection
CLICK the ‘Create’ button.
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This will take you to the Build area, where you can start adding Groups and Questions.

A Home > Checklist Builder

Checklist Builder

Example checklist racking inspection

CLICK ‘+ Group’ button and a popup window will appear, seen below
ENTER the Name of the Group and CLICK ‘Create’

Create Checklist Group

Group Name

Weight limits]| \

CLICK ‘+ Question’” button on the right-hand side of screen

A Home > Checklist Builder

Checklist Builder

Example checklist racking inspection

1. Weight limits

< Group # Edit Group

TYPE your first question and CLICK ‘Create’

Create Checklist Question

Question

Are all racks signed with safe working weight limits?| \ |
A

Diligence - LITE WHS Online. Simplify. Comply. Page 30 of 76



Recovery Partners

Keep adding questions the same way that relate to that Group.

When you get to the next group CLICK the ‘+ Group’ button again, then the ‘+ Question’ button

and repeat until you have completed the checklist build.

# Home > Checklist Builder

Checklist Builder

Example checklist racking inspection

1. Weight limits

<+ Group # Edit Group
Finalise the Checklist by CLICKING the green
‘Finalise’ checklist button. When finalising a checklist, it can't be edited

Nice — your first checklist created! This will be saved with all the other checklists in the system.

You can locate it like we showed you on page 14 and 15.

£22 DEMO - Diligence Lite

@ Dashboard

i Organisation Workspace <
My Workspace v | CLICK into ‘My Workspace, then
@@ Checklists CLICK ‘Checklists

i= Inventory List

@ My Profile
. . CLICK the green ‘Available Checklists’ button located
Available Checklists 9
in in top right of page.
Checklists
Use the search function to
Avalable Checklsts * ~* find checklist and then treat
0 | s === | like any other checklist
careaery i s $ [Aeton *  activity shown previously in
Plant and Equipment Example checklist racking inspection

this guide.

Showing 1 to 1 of 1 entries (filtered from 44 total entries)
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USING THE APP

Checklists can easily be done using your mobile phone or other supporting device. You will need

to download the APP from the iTunes or Android store dependent on what type of device you have.
At this stage we just want you to know there is an APP. We will get you access to this once you

understand how the system works. This will make it easy to understand what happens to the
information captured by the mobile devices...

Steps:
1. OPEN the App and Login. 2. SELECT an ‘Operation’.

wil vodafone AU = 2:44 pm il vodafone AU WiFi ¥ 2:45 pm

N

Project/Operation

Sutherland
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3. TAP ‘Checklist Icon’. 4. FIND and SELECT the checklist.

System Checklists

N
| Q Construction Weekly Inspection Checklist

Checklist Flash Report Health and Safety Representative
Office Health and Safety Representative
Duties to Achieve Compliance - Administration
Duties to Achieve Compliance - Implementation
Duties to Achieve Compliance - Contractor and...
Duties to Achieve Compliance - Health and Saf...

Duties to Achieve Compliance - PPE Safety and...

il vodafone AU WiFi & 2:46 pm

Select Area of Inspection 1 Select Area of Inspection

Pool Cars Pool Cars
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7. TAP on an inspection ‘Group’. 8. SELECT ‘Go’, ‘No Go’ or

Wil vodafone AU WiFi &  2:47 pm w1l vodafone AU WiFi & 2:47 pm

Is the workplace maintained free of hazards that
could cause incidents?

N/A &

Slips, Trips and Falls and General
Housekeeping.

Electrical and Lighting

Are surfaces free of water, oil, or other fluids or

Emergency Procedures substances?

Go No Go J/A 5]

Dangerous Goods/Hazardous

Chemical Substances . .
Are floor coverings (hole openings) secure and

are permits in place where required?

Go || No G N/A (on}

Mechanical

Fire Fighting Equipment

Are all floor gratings in place and secured?

Go No Go [m]

Personal Protective Equipment

Are ramps and stairs so designed and
maintained to prevent slips and falls?

Construction

General Safety Go No Go N/A

Finalise Checklist

9. If ‘No Go’ is selected, WRITE a comment, 10. Continue process for each item in the

ADD any images and TAP ‘Save’. group, then TAP ‘Save’.

vodafone AU WiFi & 2:48 pm
ty Rep

Enter the comment Is the workplace maintained free of hazards that
could cause incidents?

Go No Go ‘ N/A D

Are surfaces free of water, oil, or other fluids or
Save substances?

Go No Go ( N/A D

Trip hazard in entry doorway

Add Image

Are floor coverings (hole openings) secure and

are permits in place where required?

N/A =

0

Are ramps and stairs so designed and
maintained to prevent slips and falls?

Go No Go
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11. Continue process for each
‘Group’, then TAP ‘Finalise Checklist'.

inspection

ol vodafone AU WiFi = 2:48 pm

Slips, Trips and Falls and General

Housekeeping.

Electrical and Lighting

Emergency Procedures

Dangerous Goods/Hazardous
Chemical Substances

Mechanical

Fire Fighting Equipment

Personal Protective Equipment
Construction

General Safety

Finalise Checklist

13. WRITE any comments and then TAP the

green ‘Finalise’ button.

il vodafone AU WiFi = 2:49 pm

Are you sure that you want to finalise
this checklist?

You will not be able to edit it after this point, enter
final comment.

Review recommended controls

RecoveryPartners

12. SIGN completed checklist by drawing with
your finger, then TAP ‘Confirm’.

il vodafone AU WiFi & 2:49 pm

nd Safety Representative

Signature

14. TAP on the checklist, then TAP ‘Upload’

on the pop-up that appears. Done!

il vodafone AU WiFi = 8:14 am

Delete All

Health and Safety Representative
2019-06-04 14:48:41

Checklists

This step uploads
the checklist and
results to the web-
based Diligence
platform.

Incident

Delete All

Person Injured
5/06/2019 12:00:00 AM

Diligence - LITE
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Steps:
1. OPEN the App and Login. 2. SELECT an ‘Operation’.

wil vodafone AU = - il vodafone AU WiFi ¥ 2:46 pm @ 74% -

N

Project/Operation

Sutherland

il vodafone AU WiFi = 8:27 am

/ -\ Incident type
B\ Person Injured
AN / ! Date and Time of Incidnet

Checklist Flash Report

5/06/2019

Site Address of incident

*Note other report types:
= Person Injured

(Incident)

=z = Property Damage

Person Injured pdny 9
Accident;
Property/Equipment Damage (¢ )
N M (AD-Hoc Ha J = Near Miss

(Ad Hoc Hazard)
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5. SELECT ‘Date & Time’ of incident.

il vodafone AU WiFi &  8:28 am

Incident type
Person Injured

Date and Time of Incidnet
5/06/2018

8:27 AM

Site Address of incident

wll vodafone AU WiFi & 8:13 am

Incident type

Person Injured

Date and Time of Incidnet

Site Address of incident
Sutherland Office

State
NSW

Short Description
Luke slipped on wet floor in lobby

Continue

RecoveryPartners

ENTER ‘Site Address’ & ‘State’ of incident.

uil vodafone AU WiFi = 8:13 am

Incident type
Person Injured

Date and Time of Incidnet

5/06/2019

Site Address of incident
Sutherland Office

State
NSW

Short Description

Continue

il vodafone AU WiFi & 8:13 am

Incident type

Person Injured

Date and Time of Incidnet

Site Address of incident
Sutherland Office

State
NSW

Short Description
Luke slipped on wet floor in lobby

Continue

Diligence - LITE
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9. TAP ‘Add Person +' to add involved parties 10. TAP ‘Person Type’, SELECT ‘Employee’,
or witnesses. SELECT name of person and TAP ‘Add’.

il vodafone AU WiFi & 8113 am

Person Type

Employee

Employee
Luke Currey

Add Person +

Finalise

11. TAP ‘Add Person +' to add more involved 12. TAP ‘Person Type’, SELECT ‘Witness’,

parties or witnesses. TYPE name of person and TAP ‘Add’.

il vodafone AU WiFi = 8:14 am

Employee Person Type

Luke Currey Witness

First Name
John

Last Name
Smith

Company

Company xyz

Add Person +

Finalise

Diligence - LITE WHS Online. Simplify. Comply. Page 38 of 76



Recovery Partners
13. Continue to add involved parties, once 14. SELECT ‘Area of Incident’, add images by
complete, TAP the ‘Finalise’ button. TAPPING ‘Add Image’, then TAP ‘Save’.

We can now Select A Of Incident
elect Area nciden
see both Employee
) Luke Currey Pool Cars
involved
parties have Withess Supporting Documentation
been added John Smith
to report. Add Image
Add Person +
Finalise
‘ ’ H
16. TAP ‘Upload’ and the Report is Done!
Health and Safety Representative
2019-06-04 14:48:41
The report is This step uploads

now completed the incident to the

but only saved web-based

on our phone. Diligence platform.

Incident Delete All

Person Injured

5/06/2019 12:00:00 AM
Upload

Delete

Cancel
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INCIDENT MANAGEMENT

Incidents can be stressful for all involved. Diligence makes the reporting process a lot easier. If an

incident occurs in your workplace, follow this process:

£22 DEMO - Diligence Lite

@& Dashboard

I Organisation Workspace <

El My Workspace <

|l Status Reporis 4

B Task Manager ¢

R “ | CLICK into ‘Incident Management’ (side Bar), then
+ Create Report CLICK on ‘Create Report’.

™ Ad Hoc Hazard Report
Bi Incident Register
Bi Injury Register

1 Reports <

This will open a pop-up window.

Report Assistant

What are you reporting?

& Incident A Accident ™ Mear Miss

Imolving-a Person ImolvingProperty Ad-hoc Hazard

Decide on type of incident:

1. Incident: Involving a person

2. Accident: Involving Property

3. Near Miss: Ad-hoc hazard which could of resulted in an accident or incident, but didn’t.

For the purpose of this part of the user manual we are going to select Incident.
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Report Assistant

What are you reporting?

& Incident A Accident ™ Mear Miss

Imolving-a Person Imvehving-Property Ad-hoc Hazard

CLICk on ‘Incident’.

Upon CLICKING ‘Incident’, a new page will appear (as seen below)

Step 1: Time and Place
* Date and Time of Incident

1 zo19-03-2202:28

* Operation: “Area:

2‘ NSW | ~ | 3| Select an Inspection Area.. | ~ |

* Address / Place of incident

4

* State:

5‘ Select a State | ~ |

Step 2: Details of Incident

Step 3: Parties Involved

Step 1: Time and Place

INPUT the details requested,;
1. Time and date of incident

2. Operation

3. Area

4. Type address into Address/place of incident

5. State

6. CLICK on the orange button (bottom right of page)
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Upon CLICKING , @ new page will appear (as seen below)

Step 1: Time and Place v
Step 2: Details of Incident
*Description of what happened

Worker was walking out of bathroom in hallway and slipped on liquid on the floor. Tiles in hallway seemed wet

1

Temporary | Immediate Action for Prevention

Sectioned of area and requested mopl

2

3 Was a machine involved? Yes

Step 3: Parties Involved

Step 2: Details of Incident

Same as before, INPUT the details requested;

1. Description of what happened

2. Temporary / Immediate action for Prevention

3. Decide if machinery was involved, if so, click the checkbox

4. CLICK on the orange button (bottom right of page)
Upon CLICKING , @ new page will appear (as seen below)

Step 1: Time and Place v
Step 2: Details of Incident +

Step 3: Parties Involved

| 4+ Employee 4 PublicParty 4 Witness

Step 3: Parties Involved

Recovery Partners

Step 3 involves gathering details about the individual involved in the incident (injured worker), any

members of public if involved in the incident or any witnesses to the incident. For the purpose of

this user guide, we will click Employee, enter injury details, and then later click witness, and enter

any witness details we have gathered.
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Upon CLICKING ‘Employee’, a pop-up will appear (as seen below)

Add Involved Party

Person Involved Experience in field of incident

1| Simon Lloyd Input b 2| 20

Cause of Incident

3a Group 0: Falls, Trips and Slips of a Person | ~ 3D/ 02: Falls on the same level e
Side of Body
4 | Right Side ~
Part of Body Affected:
¥ Head O Leg [ Fingers O Ear O Toes [ Shoulder
S O Elbow [J Back O Eyes [ Hand [ Knee O Trunk
O Arms O Feet [J Neck O Other
Expected Period of Disablement Mature of Injury
©| 1-13 days ~ | 7| Fal ~
Action taken:
[ Sent back to work [J Employee went back to work on own accord
8 [ FirstAid [ Refemred to Company Doctor
¥ Sentto Hospital [ Given light duties
[ Declared unfit to work

. B

Same as before, INPUT the details requested,;
1. Person involved
2. How many years’ experience does this employee have
3. Cause of incident
a. After entering a cause, a second drop down selection will appear
b. Select an option within that drop down
Side of body affected
Part of body affected
Expected period of disablement
Nature of injury i.e. laceration, bruising sprains etc.
Action taken

© 0o N o g &

CLICK on the blue ‘Save’ button (bottom right of page)

Diligence - LITE WHS Online. Simplify. Comply. Page 43 of 76



Recovery Partners
Upon CLICKING ‘Save’, it will return to the previous screen, and you should be able to now see
— the ‘Employee’ has been added (as seen below).
Step 1: Time and Place v

Step 2: Details of Incident «

Step 3: Parties Involved

+ Employee =+ PublicParty = Wiiness

—— + Simon Lloyd Input: added
+ Next

Now let's add any witnesses, CLICK on ‘Witness’. After CLICKING ‘Witness’, a pop-up will appear

(as seen below).

Add Involved Party

Full Name Company Name

Luke Currey Recovery Partners|

t
B Save

ENTER the details of the withess and CLICK the ‘Save’ button.

After CLICKING ‘Save’, it will return to the previous screen, and you should now be able to see
—the ‘Witness’ has been added (as seen below).
Step 1: Time and Place v

Step 2: Details of Incident v

Step 3: Parties Involved

=+ Employee =4 PublicParty = Witness

+ Simon Lloyd Input: added
*————> + Luke Currey: added

+ Next

Continue this process until all witnesses have been added. Following this, CLICK and we

will move onto the next step.
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Upon CLICKING

Step 1: Time and Place v
Step 2: Details of Incident v

Step 3: Parties Involved v

, @ new page will appear (as seen below)

Step 4: Supporting Documentation

Recovery Partners

« Complete

This step is where we can add in any photos or incident report forms we have filled out by pen.

You can either drag and drop files into the box seen above, or, click on it and it will open the window

seen below.

¢ Open
4 Bl » ThisPC » Desktop

Organise * Mew folder

A
@ OneDrive - THETI Name

Clients 15045001

Documents

= This PC
M 3D Objects
[ Desktop
|if| Documents
; Downloads
D Music

1 FW_ OSHA Training

| Pictures

m Videos

i Windows (C)
= lukec (\\rrp-syd-
= Cormmon (K]

= Safety (5:)

=¥ Network 5

Ml Form 18.3 Case Notes
£ Form 20.3 WHS Document Register

Date modified Type

File folder

Outlook ltern

Microsoft Word M...

Microsoft Excel W...

Size

414 KB
39KB
115 KB

File name: ||

Search Desktop

=|
® v

V| Al Files v

Cancel

NAVIGATE to any images or supporting documents you wish to attach to this incident, SELECT
them and CLICK ‘Open’ to attach them as supporting documentation.
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Following this step, we will CLICK ‘Complete’:

Step 1: Time and Place v
Step 2: Details of Incident v

Step 3: Parties Involved v

Recovery Partners

Drop files here to upload

The incident has now been entered into the system

After CLICKING ‘Complete’, a new window will app

# Home : Incident Reports » Report

Incident Report Sign

DEMO - Diligence Lite Site: Area

Workers Defails.

ear (as seen below).

Incident/005/Operation

MName of Worker Paosition Operal

on

Simon Lioyd Input | Opers)

ion

‘Work Experience: 20 Years

Effect on Person

Cause: Falls, Trips and Slips of a Person {Falls on the same level)
Sody Side: Right Side

Body Pars: Head

Nature of Injury: Fall

Period of Disablement: 1-13 days

Action Taken

Witness Details

Name of Witness Company Name

Luke Currey Recovery Partners

Details of Incident

Date and Time of Incident Address

22-03-2018 02:28 am

Sutherland. in building hallway

fear toilet New South Wales

Mzchine Involved

MIA

Detsils of Incident

Worker was walking out of bathroom in hallway and slipped on liquid on the floor. Tiles in hallway seemed wet

Immediate Controls

Sectioned of area and requested mop

Persan Reporting: Luke Gurrey

Date: 22-03-2010

This is our incident report. From here we can ‘Add Photos’, ‘Attach PDF Documents’ or ‘Download —

4

Add Photos Attach PDF

A

»
> + Complete

Download & Save PDF

Please sign first

and Save PDF’ (but we must sign the report before clicking download and save pdf).
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If we wish to add photos, CLICK the ‘Add Photos’ button and a new page will appear.

Upload incident media

& Start upload © Start over

« Only image files (JPG, GIF, PNG) are allowed.
« Uploaded files will be deleted when the document has been Saved and PDFd.
» You can drag & drop files from your deskiop.

+" Reopen your incident

If we wish to add PDF documents, click the ‘Attach PDF’ button and a pop-up will appear.

Attach PDF

Choose file | Mo file chosen
Upload

Recovery Partners

After we have added any photos or documents and before we finalise anything, we must sign the

incident report by CLICKING the ‘Sign Online” button at the bottom of the page (as seen below)

Attachments

Filename Date Created Actions

Required Signatures

Employee Mame Date Signed Actions

Luke Currey Sign Online

Once we CLICK the ‘Sign Online’ link, a new page will appear.
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Please note! You are currently signing as Luke Currey

Site: Area Incident/005/Operation

Workers Details
MName of Worker Position Operation
Simon Lloyd Input ‘ ‘ Operation

Work Experience: 20 years

Cause- N/A (Falls on the same level)
Body Side: Right Side

Body Parts: Head

Mature of Injury: Fall

Action Taken

CLICK the ‘Sign’ button at the top right of the new page.

Upon CLICKING the button, a new box will appear where you can sign. If you are using a tablet you
can sign with your finger, if using a laptop or pc you can use the mouse or trackpad to sign.

Please note! You are currently signing as Luke Currey

Undo last stroke |

Incident/D05/Operation

Once signed, CLICK the button, and then CLICK the button.

Following this, you will now be returned to the previous page.
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However, you will notice two changes, the ‘Download & Save PDF’ button will have changed

colours (from black to blue) and down the bottom of the page you will now see a signature.

# Home > Incident Reports » Report Add Photos Attach PDF Download & Save PDF

Incident Report Sign

DEMO - Diligence Lite Site: Area Incident/005/Operation
Workers Details
Mame of Worker Position Operation

Siman Lioyd Input | Operation

Work Experience: 20 Years

Effect on Person

Cause: Falls, Trips and Slips of a Person (Falls on the same level)
Sody Side: Right Side

Sody Paris: Head

Nature of Injury: Fall

Period of Disablement: 1-13 days

Action Taken:

Date and Time of Incident Address

22-03-2018 02:28 am Sutherland, in building hallway near toilet New South Wales.

Machine Involved

NiA |

Details of Incident

‘Worker was walking out of bathroom in hallway and slipped on liguid on the fioor. Tiles in hallway seemed wet. |

Immediate Controls

Sectioned of area and requested mop |

7

= L~
Person Reparting: Luke Currey Date: 22-03-2018

Attachments

Filzname Date Created Actions

Required Signatures

Employee Name Date Signed Actions

Luke Currey 2018-03-22 Sign Online

Add Photos Attach PDF Download & Save PDF ;
Your report is now complete, you can now

'\CLICK the ‘Download & Save PDF’ button at
the top right of page.
Upon CLICKING this, your document will

Incident/D05/Operation

download in PDF format.
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Once you have completed all the above steps, a new page will appear (as seen below).

# Home > Incident Register Report Assistant

Incident Register

Incident Register ® A
10 | records per page Search:
Type of Date
Incident and Persons Person
Incident Operation  [PhysicallVEP!)  Time Immediate Machine  Involved  RiskRating  Reporting  Investigator  Investigation
Number = & s 4 Address ¢  Deseription ¢  Controls $ & % * % 2  Date % Actions +
ncidenti005 | Operstion | Physicallnjury | 22-03-  Sutherland,in | Worker was walking out of Sectioned of | N/A 1 A Pending | Luke & Add A Pending B Report
2018 building bathroom in hallway and ares and Investigation | Currey nvestigatar | Investigation | |ENE
02:28  halway near | slipped on liquid on the floar. requested =
am toilet Tiles in haliway seemed wet. maop Zeport
4 »

Showing 110 1 of 1 entrizs Previous - Mext

Saved Incident Registers ® v X

This is your incident register. From this page you can do numerous things within Diligence.
£22 DEMO - Diligence Lite

@& Dashboard

% Organisation Werkspace <
[E My Workspace <
|l Status Reports Iy
Task Manager ¢
A Incident Management v

4+ Create Report

™ Ad Hoc Hazard Report

If you ever wish to navigate back to your ‘Incident Register’, it can
Bi Incident Register

be found here.

Bi Injury Register

1 Reports <

This incident, if resulting in an injury, will also appear in your injury register where the RTW process
can occur, but we will go through that later.

Now lets begin an investigation into the incident!
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INCIDENT INVESTIGATION

First, we need to add an investigator, CLICK the ‘Add Investigator’ icon.

Report Assistant

# Home > Incident Register

Incident Register

Incident Register = A
10| records per cage Szarch:
Type of Date
Incident and Persons
Incident Operation  (PhysicallVEP!)  Time Immediate Machine  Involved  Risk Rating Investigator  Investigation
Number = % 'Y % Address &  Description & Controls & % & & 4  Da 4 Actions &
ncident005  Operstion | Physical Injury | 22-03-  Sutherland,in | Worker wss walking out of Sectioned of  M/A 1 A Pending | Luke & Add A Pending B Repor
2018 building bathroom in hallway and arez and Investigation = Curmey nvestigator || investigation (PR
02:28  hallway near | slippad on liquid on the foor. requested —
=m toilet Tiles in hallway seemed wet. mop SR
4 »

Showing 1 1o 1 of 1 enties Pravious - Next

Saved Incident Registers

When you CLICK the icon, a pop-up will appear (as seen below)

Manage Incident Report Roles

Investigator

I Dean Lask i o I

SELECT who you want to investigate the incident and CLICK the ‘Update’ button. You will now be
returned to the previous page.
Now an investigator has been added, they will receive a notification and can begin investigation.

They will NAVIGATE to the ‘Incident Register’ and CLICK the ‘Investigation’ button.

Incident Register

10 records perpage

Type of
Incident Date Persons Person
Incident Operation  (PhysicallVEP!)  and Immediate Machine  Involved  RiskRatng  Reporfing  Investigator
Number =~ s ¢ Times Address &  Description & Controls & s ¥ 3 3 3
ncident/05 | Operation | Physical Injury | 22-03-  Sutherland,in | Worker was walking out of Sectioned of | NiA 1 A Pending | Luke Dean Lesk
2018 building bathroom in hallway and area and Investigation | Currey Investigation
0228  hallwaynear | slipped on liquid on the fioor.  requested
am toilet Tilesin hallwsy sesmed wet.  mop
< 3
Showing 1 to f of 1 entries Praviaus - Hest

This will open a new page, and we can conduct an investigation into the incident (as seen on next

page).
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DEMO - Diligence Lite Site: Area Incident/005/0peration
Waorkers Details
Mame of Warker Pasition o]

Simon Lloyd Input |

Work Experience: 20 Years

Cause: Falls, Trips and Slips of 3 Person (Falls on the same lavel)

Body Side: Right Side
Body Parts: Head

Nature of Injury: Fall

Period of Disablement: 1-12 days

Action Taken:

Details of Treatment

' Received First Aid?

~ See 3 doctor?

to hospital?
Contributng Faetors to Consider
Person Environment
Aware of the hazard e _ | westher Conditions e -
Suitable for the task ves L | Adzqusts lignting e .

Expariencad at the task Adzquate working space

Yes - ‘es v
Familiar with the work area Clear floor and walkways

ves - Tes v

ied i the Adequat —_—

Inducted to the = es L | Adzqusts housexesping ee .
Using appropriate PPE e .| safenoise level ee .
JobiTask Equipment
Was training provided Correct equipment used

Yes v Yes v

Supervision provided Equipment in correct location

Yes v ez v

WS parf ipment guar
SWMS perfo e - | Eauipment guarded or .

Wark procedures available Preventative maintenance complete
Yes - Ves ~

Task not modified / changed Equipment working properly

Ves ~ ves ~

PPE Provided Equipment had nat been modified
ves v Ves v

Investigation Outcomes

Was the employes doing a routine activity?
! ) No

Was company policy breached?

'ves O Na

Was the employes disciplined?
Cves O No

Any other contributing factors?
ves O o

Continued on next page.

Recovery Partners

# Home > Incident Register » Incident Investigation Add Photos Attach PDF

Incident Investigation
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B Complete Investigation

Witness Details

Mame of Witness Company MName

Luke Currey Recovery Partners

Details of Incident

Date and Time of Incident Address
[p2-02-2010 02:28 am [Butheriand, in building hallway near toilet New South Wales.

Machine Involved

MNis

Details of Incident

Werker was walking out of bathroam in halway and slipped on liquid on the floor, Tiles in haltway seemed wet

Immediate Contrals

Sectioned of area and requested mop

Investigation Team Details
Date of Investigation: Invastigation Team Supervisor Investigation Team

Dean Leek

B Save Investigation

e P In the incident investigation we

can ‘Add Images’ or ‘Attach

PDF’s’ by clicking these two

buttons.

Incident/005/Operation But let’s start investigating.

First let's INPUT details of the incident by CLICKING the appropriate check boxes and inputting

the requested information.

Details of Treatment

| Mame of First Aider
L4 Re

ceived First Aid?
John Smith

:{: o

See a doctor? Did the doctor issue a medical certificate? ¥ ves

(o] Cessation:
L Ceass Work?

At the time of injury

Return:

/A

Which Hospital?
Go fo hospital?

Sutherland Hospital

Now we will add any contributing factors that contributed to the incident occurring. We do this by

selecting the appropriate answers in the drop-down boxes (as can be seen below).
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Contributng Factors to Consider

Aware of the hazard Weather Conditions

Mo ~ es -
Suitable for the task Yes - Adeguate lighting Yes "
Experienced at the task Yes " Adeguate working space Yes "
Familiar with the work area Yes " Clear floor and walkways Mo "
Inducted fo the site [ task Yes - Adeguate housekesping Na »

. Safe noise level .
fes w Yes ~

JobiTask Equipment

Using appropriate PPE

Was training provided Correct equipment used

Yes b es ~

Supervision provided . Equipment in correct location .
Yes w = w

SWMS performed . Equipment guarded .
! P s w q g RCH w

Work proceduras available . Preventative maintenance complete .
fes b Yes ~

Task not medified / changed . Equipment working properly .
=| g Vs . q 9 properly Yes v

PPE Provided . Equipment had not been modified .
s b Ves w

Now we will enter the investigation outcomes (as seen below)

Investigation Outcomes

Was the employes doing 3 routine activity?

Going to toiled
® e L Mo

‘Was company policy breached?

Ues @ No

‘Was the employes disciplined?

U ves @ pg

Any other contributing factors?

Contractors did not clean up toilet after conducting works on toilet
® e L Mo

Now let's complete the investigation by CLICKING the ‘Complete Investigation” button.

UL AUIS U NUL sl Up wiesn s cunuucany

) WS UT LONEL
® ves U Mo

B Complete Investigation

Following this, we need to INPUT ‘Date’ and Investigation Team’, then CLICK ‘Save’.

Investigation Team Details

Date of Investigation: Investigation Team Supervisor Investigation Team

Dean Leek

B Save Investigation <+
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|

A pop-up will appear in top right

Investigation: Complete corner. This is where we can add
Please add = Risk Rating. Click here to open. a risk rating.

'\

CLICK the ‘Blue Box’ to proceed.

]

Once we have added a risk rating, lets complete the investigation and print the report. We do this
by CLICKING ‘Complete and Print” button. Following this the report will automatically download.

B Save Investigation

+" Complete and Print

Congratulations, Incident Investigation complete!

Now on to managing our workers RTW.
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INJURY MANAGEMENT

We have now investigated the incident, but our worker received serious injuries in that slip.

Diligence gives you the ability to handle all you RTW needs within the system. Lets see how.

£22 DEMO - Diligence Lite

@& Dashboard

I Organisation Workspace <
El My Workspace <
|l Status Reporis <
Task Manager <
A Incident Management v First CLICK on the ‘Incident Management’ drop down.

<4 Create Report

™ Ad Hoc Hazard Report

B Incident Register Then CLICK on ‘Injury Register’.

B Injury Register

4 Reporis < .
A new page will open (as seen below)

Injury Register

Injury Register ® A
10| reconds perpage Search:
Side
Injured of BodyPart  Expected Injury
Operation  Date  Waorker Body (s Period of Nature of Classification  Progress
Incident Number = s s &  Cause s & Affected ¢ Disablement &  Injury &  IMARTWC &  Action Taken s s &  Action &
incident/001/NSW MSW 31- Conor Being hit by maoving objects  Right = Arms 1-12 days Back Employee wentback | First Aid 0% Pending
01- Duffy (Being hit by an animal) Side Strain to work on own neident complete
2018 accord
ncident002/QLD QLo 27- | John Falls. Trips and Slips of 2 Left Arms Unsure Contusion PRV Referrec to Company | First Aid 0% Pending
02- Smith Person (Falls on the same | Side (Bruising) Doctor ncident complete
2018 level)
incident/004/NT NT 20- Conar Falls, Trips and Slips of a Both Ear, Eyes 1-13 days Contusion | Dean Leek Refarred fo Company | First Aid 100%
03- | Dufiy Person (Falls from a height)  Sides (@Bruising) | [JPY Doctor ncident complete
2018
ncident/00S/Operation | Operation | 22- | Simon | Falls, Tripsand Slipsofa | Right | Head 1-13 days Fal [PYT A First Aid 0% Pending
03- | Lioyd Person (Falls on the same  Side

2018 | Input level)

noident complete
3

4

Showing 1to 4 of 4 entries Previous - MNext

This is our injury register, any incident which results in an injury will appear here.

Remember our worker who slipped and fell? Well here is his injury and incident number.

Incident/005/Operation  Operation  22- Simon  Falls, Trips Right = Head 1-13 days Fall Ni& First Aid 0% Pending
03- LUoyd  andSlpsof  Side Incident complete  [EEEY
2019 Input a Person
(Falls on the
same level)
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We need to select somebody to manage his injury/case, our Return to Work Coordinator (RTWC).
We do this by CLICKING on the ‘Manage’_button.

Incident/005/Operation  Operation  22-  Simon  Falls, Trips Right | Head 1-13 days Fall NiA First Aid 0% Pending
03-  Loyd and Slips of  Side Incident complete
2019  Input a Person
(Falls on the
same level)

A pop-up will appear (as seen below)

Manage Incident Report Roles

IMA/RTWC

Dean Leek e

SELECT the RTWC from the drop-down box and CLICK ‘Next’.

The RTWC will now get a notification in his Diligence app. Next, we will CLICK ‘Open’ to manage
the injury.

Side Nature

Injured of Body Expected of Action Injury
Operation Date ‘Worker Body Part (s) Period of Injury Taken Classification Progres!
Incident Number - % * % Cause 2 *  Affecteds Disablement * IMA/RTWC. 2 * 2 +\ Action ¢
Incident/005/Operation ~ Operation ~ 22- Simon Falls, Trips and Right  Head 1-13 days Fall Dean Leek NiA First Aid 0% Pending

03- Lloyd Slips of a Person Side
2019 Input (Falls on the same
level)

& Manags Incident complete

This will take you to a new page (as seen below)
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FA Injury

+

+

1: Follow-up needed

Within 48 haurs of the Incident. 3 faliow up ne=ds o have taken place. to ensure the injured
persen has recaived treatment.

+ Complete Step

2: Closure Note needed

Within 4 hours of the Follow-up 2 subsequant closure nate is required. This is to establish f the

case will be Closed, MTl or LTI

[

Recovery Partners

% First Aid Incident Status ~

& Medical Certificate Expiry: Pending

A Incident/Operation/005 ~

Worker was walking out of bathroom in hallway and slipped on liquid on the floor. Tiles in haltway
seemed wet

Person Involved: Simon Lioyd Input

Date: 22-03-2019 02:28 am

Cause: Falls, Trips and Slips of a Person (Falls on the same level)

Classification: First Aid Incident ()

Investigator: Dean Leek

Reporter: Luke Currey

B RTW Plan B GP Questionnaire & Upload
Creste/Manage Form Creste/Mangge Form Lipload Documents

10 | records per page Search:

File Name Type Expiry
No data available in table

s Previous | Mext
Showing 0 to 0 of 0 eniries "

@ Notes & Noke

From this page we can download a blank Return to Work Plan (RTWP) template by CLICKING
the ‘RTW Plan’ button (to be filled out in the RTW phase). We can also download a GP

guestionnaire to be emailed or faxed to the treating medical Dr to gain a better understanding of

the injured workers prognosis. We do this by CLICKING the ‘GP Questionnaire’ button. Lastly, any

documentation related to the injured worker or this claim, can be Uploaded to this file by CLICKING

the ‘Upload’ button and following the steps.

Step 1: Follow Up Injury

+

1: Follow-up needed

Within 48 hours of the Incident, a follow up needs to hawe taken place, to ensure the injured

person has received treatment.

4 Complete Step

Ensure within 48 hrs a follow up call with the worker is made. We then CLICK ‘Complete Step’ and

a pop-up will appear.
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Within 43 hours of the Incident, a follow up needs to have taken place, to ensure the injured person has

received treatment.

Amend Classification:

Lost Time Injury

Mote

Worker was taken to hospital. Injury resulted in concussion and constant migraines. Worker has
received a Certificate of Capacity stating he is unfit for usual Duties between the dates of
23/03/2019 - 2710372019 and he will email that through.

P

Fill out the required information in the pop-up window and CLICK ‘Save'. Input as much info as

possible.

Following this, you will be returned to the previous page. However, depending on your choice of

injury classification (FAI, MTI or LTI) the page will change (as seen below).

+ 0: Medical Bill Receipt needed
Uploae! Mecical Bl Receipt & Medical Certificate Expiry: Pending
=+ Complete Step m
+ 1 Follow-up needed
A Incident/Operation/005 ~
Within 48 hours of the Incident, s medical certificate is needed to b received and lodgad.
Worker was walking out of bathroom in hallway and slipped on liguid on the floor. Tiles in hallway
- = seemed wet.
=+ Complete Step
Person Involved: Simon Lioyd Input
Date: 22-03-2019 02:28 am
+ 2o (UfriEis emdEd Cause: Falls, Trips and Slips of a Person (Falls on the same level)
Classification: Lost Time Injury )
Within 24 hours of lodgement. the medical certificate can be updated Investigator: Dean Leek
Reporter: Luke Currey
+ Complete Step
+ 3- Workers Compensation Claim needed
= ~
5 3 Workers Compansation Claim needed? & Files =~
+ Complete Step 10 | records per page Search:
File Name Type Expiry
al 4: Motification Form nesded Ain Antn Aumilnhin in fnkin
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We now have 13 sections/steps that have appeared due to selecting LTI.
0. Medical Bill Receipt needed
Follow-Up Needed
Update Needed
Workers Compensation Claim needed

Notification Form needed

1

2

3

4

5. Claim Number needed
6. RTW Prognosis Questionnaire needed

7. RTW Plan (Suitable Duties Plan) needed
8. RTW Upload needed

9. RTW Communication needed

10. Medical Certificate needed

11. RTW Final Clearance needed

12. RTW Finalisation needed

13. RTW Closure needed

Lets go through these steps one-by-one.

+ 0: Medical Bill Receipt needed
priess s S R —— CLICK the ‘Complete Step’ button under ‘0.
«— | Medical Bill Receipt Needed’. (This step is meant
to be a reminder to request and receive the
+ 1: Follow-up needed medical b|”)
+ 2-U ede.

Please see next page to continue process.
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A pop-up will appear (as seen below)

Medical Bill Receipt

Upload Medical Bill Receipt

Amend Classification:

Lost Time Injury

Note

Vi

From this screen we can amend the injury classification by CLICKING ‘Lost Time Injury’ and select
‘First Aid Injury’ or ‘Medical Treatment Injury’ if required.

| Otherwise, we can ENTER any notes e.g. ‘Called medical practice, receptionist said the medical bill will

be faxed by close of business today’. Once notes have been entered, CLICK Save’,

+ 0: Medical Bill Receipt
The pop-up will disappear and ‘0. Medical Bill
Receipt Needed’ will turn green.

Upload Medical Bill Receipt

Called medical practice, receptionist said the medical bill will
be faxed by close of business today.

Luke Currey 24-05-2019 03:15 am Now onto Step 1.

+ 1: Follow-up needed
To continue, CLICK the ‘Complete Step’ button

Within 48 hours of the Incident, a medical certificate is needed to be ‘ , .
N / under ‘1. Follow-up Needed’. A pop-up will appear.

=+ Complete Step
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1. Follow-up Needed

Follow-up

Within 48 hours of the Incident, a medical certificate is needed to be received and lodged.

Document Expiry Date

—> ‘ | Choose File No file chosen 30-05-2019

Amend Classification:

Lost Time Injury

Note

Certificate of Capacity received from Dr. worker has no capacity for any form of work from
13/05/2019 - 30/05/2019.

@ Save

—— CLICK the ‘Choose File’ button.

New folder E- T @
- Raicmodified Type i
ess
r » @ Claim Notification Form 13May19 22/05/2019 1:18..  Adobe Acrobat Do... 57
ads A
nts A
F 4
ints A
~
Person
'
nts.
-THETR
v >
File nanfe: V ‘ All Files &

Cance'

N\

SELECT the correct file saved on computer and CLICK the ‘Open’ button.
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Following this, ENTER the ‘Expiry Date’ of the certificate and CLICK the ‘Upload’ button’.

Within 48 hours of the Incident, a medical cdificate is needed to be received and lodged.

Document Expiry Date

Choose File No file chosen 30-05-2019

Amend Classification:

Lost Time Injury

Note

Certificate of Capacity received from Dr. worker has no capacity for any form of work from
18/05/2019 - 30/05/2019.

— ENTER any specific notes relate to the medical certificate and CLICK ‘Save’,

o 1: Follow-up
Once completed, ‘1. Follow-up Needed’
Within 48 hours of the Incident, a medical certificate is needed to be

received and lodged.
Expiry Date: 30-05-2019

will change colour to green.

In the next step we can update the medical

notes. N certificate if required.
Certificate of Capacity received from Dr. worker has no

capacity for any form of work from 13/05/2019 - 30/05/2019.

2. Update Needed

We do this by CLICKING the ‘Complete
o 2: Update needed Step’ button underneath ‘2. Update

Luke Currey 24-05-2019 03:45 am

Needed’ and follow the same process as

Within 24 hours of lodgement, the medical certificate can be updated.

the previous step.

=+ Complete Step

If there is no change required, CLICK ‘Complete Step’, write a note in the pop-up and click ‘Save’.
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3. Workers Compensation Claim Needed

+ 3: Workers Compensation Claim needed
This step is where the decision of

Is a Workers Compensation Claim needed? liability has been made and is

meant as a reminder to request a

+ Complete Step Claim number.

To complete this step, we CLICK the ‘Complete Step’ button underneath ‘3. Workers
Compensation Clam Needed’ and SELECT ‘Yes’ or ‘No’ under ‘Is a Workers Compensation Claim

Needed?’, following this step ENTER any relevant notes in the notes section and CLICK

4. Notification Form Needed

After we have notified the insurer of
+ 4: Notification Form needed . .
an injury, they will send out a
Within 24 hours of the receiving the medical certificate, submit claim Notification Form, we upload it to

form, notification form & incident report to insurer. by CLICKING the ‘Complete Step’

button underneath ‘4. Notification

~__ CLICK the ‘Choose File’ button.

Within 24 hours of the receiving the medical certificate, submit clail
to insurer.

Tnotification form & incident report

SELECT the file on your computer.

Document

| Choose File No file chosen

- 4+ CLICK the ‘Upload’ button.

Upload

Amend Classification:

Lost Time Injury

Note

ENTER any relevant notes.

And CLICK the button.
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5. Claim Number Needed

+ 5. Claim Numb - After we have received the
cLlalm Number heede

‘Notification Form’ we should

Within 24 hours of the receiving confirmation of claim, save the receive a ‘Claim Number'.

insurance claim number.

Claim Number: To assign that number to this file we
CLICK the ‘Complete Step’ button

W underneath ‘5. Claim Number
Needed'.

Claim Number

Within 24 hours of the receiving confirmation of claim, save the insurance claim number.

Claim Number

CZ4565543

Amend Classification:

Lost Time Injury

Note

Claim number received 15/05/2019

Z

—ENTER the ‘Claim Number’ and ENTER any relevant notes. Following this, CLICK ‘Save’,

The next step, can be completed in 2 ways:
1. By faxing or emailing the ‘GP Questionnaire’ to the treating Dr immediately, or
2. By attending the next medical appointment with the injured worker (case conference) and
requesting the Dr fill out the Questionnaire.
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6. RTW Prognosis Questionnaire Needed

; } ; Once the questionnaire has been
e 6: RTW Prognosis Questionnaire needed
completed, follow the same process

Within 24 hours of medical certificate receipt fax GP Questionnaire as previous steps by CLICKING
(template available below). ‘Complete Step’ under ‘6. RTW

Prognosis Questionnaire Needed’,
(@ lete Step
enter any relevant notes and CLICK

To upload a PDF copy of the ‘GP Questionnaire’, CLICK the ‘Upload’ button on the right side of
screen, SELECT ‘Document Type’, CLICK the ‘Choose File’ button and SELECT appropriate file

on your computer.

I RTW Plan I GP Questionnaire X, Upload

Create/Manage Form Create/Manage Form Upload Documents

Following this, CLICK the ‘Upload’ button.

Upload Document

Document Type Document
Closure Note N ‘ Choose File |No file chosen
Expiry Date

Upload

|
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I RTW Plan B GP Questionnaire X, Upload
Create/Manage Form Create/Manage Form Upload Documents
2 Files AT

10 records per page selih

File Name Type Expiry

No data available in table
Showing 0 to 0 of 0 entries Riedianes Ne
® Notes + Note

Quick Note: 01-04-2019 11:31 am

Case Note - Miscellaneous
Attended case conference with injured worker

Also important to note (mind the pun), any phone calls, case conferences or anything requiring a
note to be attached to this file can be done by CLICKING ‘+ Note’. This is incredibly useful to

maintain the case file and keep all related notes stored in one place.

After CLICKING ‘+ Note’, a pop-up will appear (as seen below).

SELECT ‘Contact Type’

Contact type
Contact with Insurer ENTER any relevant notes
Note or information related to this
Add quick note file.

CLICK ‘Save’.
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7. RTW Plan (Suitable Duties Plan) Needed

- ) _ ) Once the worker is back to work in

+ /: RTW Plan (Suitable Duties Plan) needed )
some sort of capacity, we need to

Complete RTW Plan template. Optional (pending attainment of develop RTW Plan(S) which include

certificate directing for suitable duties). Same day as receipt

suitable duties that align with the

_ restrictions on the Certificate of
=+ Complete Step
Capacity.

Using the ‘RTW Plan’ template we downloaded before, enter the appropriate information into the
template. Included suitable duties and restrictions and get all relevant parties to sign off on the

plan. Following this use the ‘Upload’ button to upload the RTW Plan to the file for records.

To complete this step, CLICK the ‘Complete Step’ button under ‘7. RTW Plan (Suitable Duties
Plan) Needed’, ENTER any relevant notes and CLICK

8. RTW Upload Needed
+ 8: RTW Upload needed Another method to upload the RTW
Plan is by completing this step. To

Upload completed and signed RTW plan to the system. Same day as Complete thiS Step fO”OW the same

completed

process as previous steps. But

UPLOAD the RTWP via the upload

section.

9. RTW Communication Needed

) o This step is to remind you to
+ 9: RTW Communication needed

maintain communication with the

Reminder for fortnightly communication (minimum) with supervisor & Worker and their supervisor during

claimant within 48 hours of the Incident.

the RTW process. To complete this

+ Complete Step step, follow the same process as

previous steps.
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At this stage of the process our
+ 10: Medical Certificate needed .
worker is almost back to work

Upload Medical Certificate Receipt and lodgement Completing ‘Pre'lnjury Duties’ but

hold your horses as we need to go

+ Complete Step through the correct process. We

must upload the medical certificate.

This medical certificate will likely be Pre-Injury hours and minimal restrictions on the worker, but
the doctor hasn’t ticked the ‘Is Fit for Pre-Injury Duties’ option on the Certificate of Capacity.
Nevertheless, we follow the same process as prior steps. UPLOAD the medical certificate using

the upload section and ENTER any comments relevant to the claim.

+ 11: RTW Final Clearance needed At last, our worker is back to Pre-
Injury capacity. This step requires

Upload Final Clearance Certification (Pre-Injury Duties). us to upload the ‘Final Certificate of
Capacity’ with the ‘Pre-Injury Duties’

4+ Complete Step option ticked from the workers

treating doctor.

This certificate will have Pre-Injury hours and Duties listed and Nil restrictions on the worker. Same
process as before, UPLOAD the Final Clearance Certificate using the upload section and ENTER

any comments relevant to the claim.

We are not quite there yet, a few more

. & Lost Time Injury Status A
steps to go to ensure our worker is
back to optimum health and working
eff|C|entIy. You may of noticed that & Medical Certificate Expiry: Pending
during this whole process our progress

bar in the top right of the page has been

steadily increasing.

This is a handy little indicator of how far along the RTW process is for this claim. Especially handy
if you have come into the process of managing this claim mid-way through. A quick glance over
the page will give you a good overview of where the claim is currently up too. Each step we

complete increases our progress bar and it continues to increase to completion.

Diligence - LITE WHS Online. Simplify. Comply. Page 69 of 76



RecoveryPartners

- This step is to remind you to follow

gs 12: RTW Finalisation needed . . .
up with all involved parties one (1)

Follow-up in one week of Final Certification. week post final certificate. This is

required for numerous reasons i.e.

to ensure the worker is handling
their duties and is not at further risk
of injury etc.

We will contact the worker, their supervisor or manager, their treating doctor and the insurer to
ensure all parties involved are on the same page. Once we have contacted and spoken to all
parties, we can complete this step by CLICKING ‘Complete Step’ and ENTERING any relevant

information discussed with all parties, then CLICK

e 13: RTW Closure needed The final step, closure of the RTW
claim. Once we have completed the
£icaie aoln witn 2 S e, previous step, and all is progressing
Closure Note: ]
as planned, we will contact the

3 Conpdsn insurer and request the claim file to

be closed.

Following this request, we will receive a ‘Notice of Closure’ letter from the insurer (which we can
upload to this claim file by utilizing the purple ‘Upload’ button discussed earlier), we will then CLICK
‘Complete Step’ and ENTER any relevant information detailed within the ‘Closure Letter’, and
finally, CLICK

Congratulations, you have assisted your first injured worker from injury back to activity utilising the
Diligence platform! You will now notice in the injury register, that the claim has been ‘Closed’. We

can still access and review the file by CLICKING the ‘Open’ link, just in case in requires any further

review.
w 29- simon Falls, Whole Leg Unsure Contusion Dean Leek Referred Lost Time 100% Claim
03- Lloyd Trips Body (Bruising) l to Injury complete Closed
2019 and Company % Open
Slips of Doctor ——
a
Person
(Falls
on the
same
level)
Ll
Showing 1 to 5 of 5 entries Previous - Next
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- REPORTING

The reporting features within Diligence are numerous and constantly being improved. So, stay

tuned for better, more use friendly and most importantly, prettier reporting features!

Reporting can be customized and tuned to your company’s specific needs. As stated before, there
are numerous reporting features in Diligence, this guide will teach you how to build a custom report

to suit your needs (to access this side of reporting you will need to be set up as a Control user).

Reports can be found inside ‘Organisation Workspace’, CLICK ‘Organisation Workspace’, then
and CLICK ‘Live Reports’.

222 DEMO - Diligence Lite

Dashboard
Dashboard
ﬁ Organisation Workspace v
i Activity Manager < D as h boa rd
& Builder <
% Employees = Pending Checklists
Ll Reports v Search:
10 records per page :
|#a Live Reports <—
|l Statistical Register Title - Operation B Area o Creator

[dall Incident Statistics No data available in table

£ Settings < Showing 0 to 0 of 0 entries FIeE0R
My Workspace <
All My Checklists n
[l Status Reports <
£ Task Manager < Ll Status Report Non Conformances for the month
Incident M t
A nciaen anagemen < o | e Search:
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You will be taken to the ‘Live Reports’ screen (as seen below).

£22 DEMO - Diligence Lite

@ Dashboard
# Home > My Workspace > Live Reports Create Report 4_
M Organisation Workspace <

R ¢ Live Reports

il Status Reports <

M Task M <

il Open Live Reports ® A
A incident Management <

10 records per page Search:
& File Manager

& Online Guide Report Name “~  Type $  ReportArea %  Date Range s B
. Incident Quarter 3/4 2019 Single Operation NSW 2018-08-14 till 2019-04-01
;
Showing 1 to 1 of 1 entries Previous Next
O Package Info
0.0 110GB

Any ‘Live Reports’ (aka. custom reports) you have created will be found here. If you wish to open
a ‘Live Report’, CLICK the green ‘Open’ button.

But, lets dig in a create our own custom report by CLICKING the ‘Create Report’ button.

The below pop-up will appear. From here, we can name the report, select the report type (how
many operations will be included), the report area, the reporting columns and the date range.

Create Live Report ]
Live Report Steps:

Report Name 1.ENTER the Report Name

1 Hazards Identified vs Hazards Closed (NSW) 2. SELECT Report Type
3. SLECT Report Area

bl i 4. SELECT what Columns will
2 Single Operation v ‘ 3 NSW A . *
appear in your table / report
Repofting Goldmns 5.SELECT a Start Date
Vil © ratioc Hazarcs Open J @ Adtoc Hazarcs Ciosea . 6.SELECT an End Date
Start Date End Date 7.CLICK ‘Create’
5 2019-01-01 G 2019-06-30

7 [

*See next page for a better idea of reporting columns.

Done! You report has been created.
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The below image will give you an understanding of some of the reporting options that can be
selected for your custom report. But it's recommended you have an explore to see what options

will suit your companies specific reporting needs.

Create Live Report

Report Name

Hazards |dentified vs Hazards Closed (NSW)

Report Type Report Area

’ Single Operation ‘ ~ ‘ NSW [ B ‘

Reporting Columns

€@ AdHoc Hazards Open § @ AdHoc Hazards Closed
Risks Identified -

Basic Risk Assessments

Audit Status Report Non-Conformances
REP Status Report Non-Conformances
Built Status Report Non-Conformances
General Status Report Non-Conformances

Created SWP

. SWP Change Requests - .

After CLICKING ‘Create’ in Step 7, you will be taken to the ‘Created Report’ page (as seen
below).

# DEMO - Diligence Lite

@ Dashboard
# Home > Reports > Created Report

M Organisation Workspace <

[ My Workspace < Cl’eated Report

bl Status Reports <

B Task Manager < Hazards Identified vs Hazards Closed (NSW) Single Operation - NSW ® A
A Incident Management < el [ — -

& File Manager

Time Period - Report Area ] AdHoc Hazards Open [ ] AdHoc Hazards Closed ]
& Online Guide
2019-01 NSW 0 0
- s
2019-02 NSW 0 0
201903 NSW 0 0
2019-04 NSW 0 0
2019-05 NSW 0 0
0.0/1068 2019-06 NSW 0 0

1.1 Showing 1 ta 6 of 6 entries Previous . Next

Now remember, the reporting features are constantly being reviewed and improved upon, so stay
tuned for more!
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APPENDIX I: DILIGENCE PREMIUM

Why Upgrade?

You get MORE FEATURES! Diligence Lite was just an appetizer, Diligence Premium has access
to many more powerful and useful features to assist you in compliance...

Define Policy Plan & Appoint Implement Check & Correct Review
Setup the System Load Employees

Manage Tasks Status Reports Management

Creation of risk assesg

. €Nt n,;
gao in line wi Wit
\xesx\qﬁ‘ inline with AS/NZ 45, 5, h o
’&0.\(\.3\6‘53@ n and planned task ObSG‘rVat' O’/(/)r at,cs(‘o
o & ’;\C@Q\ (\s\"é‘a allowing for implemEn 7o, oc@%, 7o
& X2

LS ey
ting 5 it Cling, es
G

apA’/\O _1&
Oiq b

DILIGENCE

SAFETY
MANAGEMENT

5 Slapul_\,uel dliewioine yym, 5U1u5
¥ saoneai> Asea mojje oy p, /s
e quawiutodde BUigy.

€ closing of the loop 1S ensu"ed
au(:ma”S identified in the Ne¢
OMatically transferred to "¢
Statys Report as nor\—CO"‘fO”ﬂa

"\.
You can also build your O

nees

How Do | Upgrade?

Get in contact with your Recovery Partners consultant today to discuss unlocking the full Diligence
suite of features and take safety in you company to the next level.
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