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This guide is for is designed to assist workers and students to report an incident using the 
CHARM system. Please complete the Notification screen with as much information as possible. 

On screen  Information to enter 
 

 
 
 

Staff: Log into Staff Portal click on the arrow on the 
application wheel and click the CHARM icon 
 
Students: Log into Student OASIS  click on the My 
Campus tab and click on the CHARM link  
 
 

 

 

Click the Incident/Hazard Reporting icon and click on 
Incident 
  

 

 

Select multiple event types if more than one incident 
type occurred.  
 
E.g. If there was a fire that damaged equipment and 
injured a person.  You would select: People and Assets 

 

 
 

If you are reporting on behalf of another person please 
select “another person”. 

 

 

Enter the date and time category that the incident 
occurred. 
 

 

 
 

Select the sub event type from the drop down box.  

http://sso.curtin.edu.au/openam/saml2/jsp/idpSSOInit.jsp?metaAlias=/idp&spEntityID=https://www.riskcloud.net&binding=HTTP-POST#linkid=staff-portal-carousel
https://oasis.curtin.edu.au/
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Enter the specific location details of where the incident 
occurred.  

Click the  icon to perform a search of the relevant 
location. The Find Location pop up box will appear. 
Use the drop down box to select a primary campus or 
location. E.g. Bentley Campus  
Use the second drop down box to select a secondary 
location. E.g. Carpark B1 
Then click “Select” to select the location and close the 
pop up box.  
 

 

 

 
 

Select a location category from the drop down box and 
use the text box to enter specific location information. 
 
 
 
 
 

 

 

 
 

 
Enter specific detail in these fields to identify exactly 
where, what and how the incident occurred.  
 
 
 
 

 

If the incident relates to a Properties, Facilities and 
Development project, please enter the Project Number. 

 

 
 

Select if an injury/illness occurred.  
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If there was a witness please select Yes. Look up Curtin 

staff and students by clicking on the icon. If the 
witness was an external person, please provide their 
details in the text box. 
 
 

 

 
 

Select if a vehicle was involved, if applicable to the 
incident 

 

 

If asset was selected on the first page this question will 
appear. 
Select if there was any asset/property 
involved/damaged, if applicable to the incident.  
Select if the damage was to Own assets /property or 
Third party assets and the type of asset involved. 
 

 

 
 

If environment was selected on the first page this 
question will appear. 
Select yes if the incident have an impact on 
environment, and select the impact from the drop down 
box.  
Enter a description of the impact into the text box. 

 

 
 

Select the type of equipment used from the drop down 
box. 

 

 
 

Select the most appropriate mechanism and causes 
that contributed to the incident from the drop down 
box.  
 
 
 

 

 
 

Classify the injury/illness by the type of injury 
sustained and the bodily location of the injury/illness 
from the drop down box. 
 
Select the side of the body affected. 
 
Enter specific injury details into the text box.  
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Assign your Manager/Supervisor to manage the 
incident.  
If the person who appears here automatically is not 
your Manager/Supervisor, please select the correct 
person by clicking on the magnifying glass icon. 
 
Students are to select their Curtin Staff contact i.e. 
(Person managing activity / Supervisor / Lecturer). 
 
Confidential incidents 
If you DO NOT want your Manager/Supervisor to be 
notified please select Yes to lodge a confidential 
incident. You will be prompted with a confidentially 
statement and the incident will be assigned to the 
Director of Health and Safety or their delegate. 
 

 
This question will appear if you selected to 
report on behalf of another person. 
 

 

If you require the incident to remain confidential from 
the affected person. Select Yes to the question “Do you 
require that this incident remains confidential from the 
Affected Person?”.   
 
The affected person will not be able to see the incident 
and will not receive any email notifications for the 
incident.  
 
If you select No, the affected person will be able to see 
this incident report.  
 

 

 
 

Click the magnifying glass icon to notify your Health 
and Safety Representative via email. Your local HSR can 
be found on the HSR list 

 
 

 
 

Enter the details of any people you have reported this 
incident to. 

 

 
 

Use the attachment function to add images, document 
or other media that may assist with the investigation 
and action plan for the incident. 
 

 
 Enter all the treatment for injury/illness questions and 

provide as much detail as possible in the free text box if 
applicable.  

https://healthandsafety.curtin.edu.au/hs_committee/representatives.cfm
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Describe the immediate action taken after the incident 
occurred in the free text box. 

 
 

 

Rate the actual consequence, potential consequence 
and potential likelihood for the incident as per the 
descriptors. 
E.g. First Aid injury – select insignificant.  
 

Click the draft icon  to save your incident as a draft. You can access your draft by clicking on 
the Home button located on the top right hand side of the page. Then click on your draft incident link 

located in the information panel located on the left hand side of the screen. 

Click the Next button  to go to the final page and click    icon to submit the 
Incident 

 


