Quick Reference Guide

Welcome to Triaging Incidents in

I@ DAMSTRA

Damstra Safety is the home of Health and Safety information. This document provides step-by-step guidance for
University of Auckland employees who triage and coordinate health and safety incidents. You will be required to
use this software to perform the following actions;

e Signing in to Damstra Safety e Capturing any Corrective Actions
¢ Navigating the System e Uploading any Files
e Triaging each Incident e Providing Reporting Information

e Capturing an Investigation Outcomes

Please refer to the prompts below to assist with the actions that must be taken during this guide;

Steps Tip
Steps to complete a task A useful piece of information

Further information Important point
References to further sources of information

Highlighting an important point or area of
caution
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Signing in to Damstra Safety

You can access Damstra Safety by entering the website below into your browser;

https://akluni-02.vaultgrc.com/

Access to Damstra Safety will be via Single Sign- D onusres 04
on (SSO) if you have a University email account : My Dasnboard
and have a Damstra Safety User Profile setup. = r:p/::‘(n;p::;:a:ﬁ:egc;infg::db;::)pmeumaﬂgxce.spreadsnee[usmg-‘Expmcmmmn Data button. Fiter your reports using the "Select Sites” window and the exsting
My Dashboard is the ‘*home screen’ for all users T R
once they’ve logged on. . Fr—
My Corrective Actions o5 All Corrective Actions Pl Risk Management Corrective Actions -
=

e
&
S

(V]

If you are unsure if you should have
access to Damstra Safety, contact the
HSW team on hsw@auckland.ac.nz
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If you need access to Damstra Safety, please complete the Damstra Safety User Request form
https://www.forms.auckland.ac.nz/en/staff/human-resources/Damstra Safety-user-access-request-.html
available through the IT Services self-help function on the Intranet.

Damstra Safety uses the language Event for what the University of Auckland calls an Incident, so this quick
reference guide for triaging incidents uses both Event and Incident interchangeably.

29/04/21 v4 @ University of Auckland 2


https://akluni-02.vaultgrc.com/
mailto:hsw@auckland.ac.nz
https://www.forms.auckland.ac.nz/en/staff/human-resources/vault-user-access-request-.html

Quick Reference Guide

DASHBOARD -
Access to
operational
dashboards and
business
intelligence reports

Te Whare Wananga o Tamaki Makaurau
NEW ZEALAND

THE UNIVERSITY OF
AUCKLAND

SITE SELECTION - Set
the sites to filter all
information by

FILTER - Set factors to
filter available information
on screen

ONLINE HELP - Access
to the online Damstra
Safety Knowledge Base

&

GOVERNANCE -
Access to static
reports (can be
saved, sent or
printed)

RISK - Access to
Events register
(Incidents)
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My Dashboard

i All types of Corrective Actions can be exported to an Excel spreadiheet using "Export Corrective Action Data" button. Filter your reports using the "Select Sites" window and the existing

reporting period function. (Start / End dates)
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HELP - Help Videos for the
current function
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Incident Triage in Damstra Safety

1. Navigate to Risk >
¥) DAMSTRA 9‘
Eve n ts " Sle Selection
2. Select the Incident & oeneoes

ID# hyperlink on % covranc . I © &
the Ieft to access _ Filters ID + Case# Subject Date eIt Category Ly Name BusinessUnit Status

Type Type
Events

Events

t h e inci d en t or Event Register Reviews Event 10007 QU26gey Doy stressing/ 26032021 Injury Back strain Worker Reem Abu Askar oY Chidhood Actions -
strain / sprain Centres
Emergency Active, Pending ~
1 Incident-No . N Alumni Relations &
se | e Ct Act on > Formal Investigation sates 10906 Other tooazo2t 0 FaintiCollapse Worker Ellie Gray Devatopmont Actions ~
. H H H JSAISWMS
Ed It . Th I S W I I I g Ive All selected (3) ~ 10905 Fall, trip or slip 15/04/2021  Injury Superficial injury Worker Letty Joseph Technical Services Actions +

Multiple Risk Assessment

Event Type . . g " -
yo u access to t h e Risk Assessment 10904 Bulding /faclity ! y3jpqpop  INCentNo  BuId/faclty ! ooyaiors  petriciaWison  Facilties Mangg Actions ~
campus injury campus
I . d t Risk Register Review All selected (4) ~
ncident. © Compliance Investigation Status Actions -
3 . TI"I a g e th e INncCl d e nt B Assets All selected (3) 10902 Fall, trip or slip 1210472021 Injury Sprain Worker Claudia Marquis h and Drama Actions
H H &8 People Involved Person Type i
by reviewin g th e 10901 Faint/Collapse 120472021 lliness Medical Worker Technical Services Actions ~
Condition
. . . All selected (5) ~
information

Event Categorisation 10800 Fall, trip or slip Faculty of Science Actions +

re po rted 4 All selected (B) - Not Starte

10803  KO31974  Other 1210372021 Injury Superficial injury Worker Tamzin Dunn

Erika Eytog

a

. - F‘ending . . ' [ Pending |
Categ orise th e Date 10897 5:]'2;:" by movin O ig mitchsll ;25::“;; Business & T Actions
i nCident a n d U pdate Search = 10896 Heat, radiation or Nut Start B . lily Thyberg Contact Centre
energy | @ Hel
the Eve nt Status javascriptvaid(0): ‘ o S “ m Edit “« 1 624
field to ‘Underway’ Brint
4. Select ‘Save to Events’. m ok
Archive

[nc
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reason legal names have been used are:

= Legal names are required for any injury claims management (ACC, WorkAon etc).

» Some preferred names can change over the years e.g. Bobby vs Bob vs Rob vs Robert. As medical
records need to be retained for a number of years, it is beneficial to record them under the person’s
legal name.

o Legal names included in drop lists are automatically extracted from PeopleSoft HR each night. The main

Event Categorization STs—— |

@ To triage an incident in Damstra Safety check the following: © Pvani Catagortsaion

= Event Type
» Subject selection e
» Language used in the Description (Plain, simple and concise) cdmgary®

= Categorise the incident
= Determine Severity

» Update Event Status to ‘Underway’ > Save to Events © Evont status

Event Stabuw

Savurty *

Once the incident is saved to events the Status updates on the T T
Events page where all incidents are shown.

@ Checklist for triaging an incident:

= Confirm who needs to be notified (an in what timeframe)

= Follow up with the relevant Line Manager / Academic Leader
= Triage incident in Damstra Safety

»= Facilitate investigation and corrective actions
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Perform Local Investigation

Safety Incident Reporting and Management standard for guidance).

@ 1. Based on the severity confirm that the appropriate people know about the incident (see Health and

2. Confirm with the Line Manager / Academic Head that they have checked on the person involved, and if
appropriate undertake a site visit and if applicable, review equipment, environmental and organisational
factors. In general, for BAU incidents an investigation is not required so © Standard Investigation
the appropriate checkbox can selected. All Level 1 and above must be
investigated.

Investigation not required

Formal Investigation Required @

3. From within the Event Record, select the Standard Investigation tab.

The investigation tab is a place to capture information Events = Edit Event - 10317
about the investigation undertaken, NOT guide the

InveStI gat|0n ' Events Details Cost Standard Investigation Report Requirement Related Reviews Files Audit Log

Complete the information on the tab including:

@ = Select the Investigator (commence typing their name and the name will come up if they have been

configured as an investigator)

» Status

» Date Assigned and Date Due

*» Findings - a short status / summary of the investigation outcome

= Upload Witness Statements (if applicable)

= Add Causal Analysis — note that multiple causes can be added

» Remember to Save!
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Corrective Actions

the incident, establish what (if any) corrective actions ”
can be taken to eliminate or minimise the possibility of
the incident re-occurring.

@ 1. In collaboration with other parties as appropriate for ° o

Responsible * Type Something
MNotify Respensible Person @

Date Assigned =

2. From the investigation tab select Add from Corrective =~ =
Actions and complete the information including: v
Status as at * =]

» Select who is reponsible for following through with the
Corrective Action.

» Choose whether to notify them, note the system will &
send an email so ensure that the appropriate e
discussions and agreement reached beforehand. - ’

= Complete the Date Assigned and Complete (if
complete).

= Update the Status.

= Describe the Action Required.

» Add any relevant Comments

= Upload any relevant files

= Remember to Save! - -

o Further guidance around the expectations for investigation can be found in the Health and Safety Incident

Q Add

Show 10 w entries Showing 0 to 0 of 0 entries “ »
File(s)

Add File Add URL

Title

Show| 10  entries | Showing Ot 0 of 0 entries “ »

Reporting and Management standard.
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View Reports

H @ DAMSTRA
1. NaVIgate to SlleSelemlun

Governance > PAp—
Reports and select = > ° .
View.
2. Depending on the
report selected, * Ao View
adjust the filters @ compiance
for the report. 0 e = Company curency =
3. Select either: e g e oo -
a. Preview Report Contactomation - Contci Worrs View
b. Print Report View

C " E m a i I Re po rt Contact Information - Students People View

Report Type - Section

Process Reviews

All Contracted Worker Passports People View

-
2
&
L
®

Annual Safety Plan Process Reviews View

®

®

Contact Information - Workers People View

Contracted Worker Categories - By Calegory People View

Show 10w ieniries | Shewing 1 to 12.0f 160 enfries “ - 23 @ Help

Reports can ‘printed’ as pdf documents, saved, printed and emailed.
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