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Customisation Note:
This document ID MISAFE-IMS-CHK-004-V1.0 ensures traceability in accordance with ISO management system requirements.
This checklist may be used as is or adapted to suit your organisation. When customising, ensure alignment with ISO 9001, ISO 45001, and ISO 14001 requirements relating to performance evaluation, incident management, corrective action, and continual improvement.
To use this checklist effectively, read the explanatory notes in each section before completing it. Tick the checkboxes as you assess your current incident reporting system and record notes, evidence, or actions where gaps are identified.
1. Organisation Overview
Provide a brief description of your organisation, including its primary activities, products, services, locations, and size. This establishes context for assessing how your incident reporting system operates and how over reporting may affect your operations.
Organisation Description:
[Insert description here, for example:
“ABC Construction Pty Ltd is a medium sized construction company based in Brisbane, Queensland, specialising in residential building projects with approximately 50 employees operating across two sites.”]
2. Purpose of the Checklist
State the purpose of this checklist. This supports ISO requirements for performance evaluation and improvement and demonstrates how balancing incident reporting strengthens the effectiveness of the Integrated Management System.
Purpose:
[Insert purpose here, for example:
“This checklist assesses and optimises the incident reporting system to balance reporting volume with report quality, ensuring meaningful insights, effective corrective action, and reduced reporting fatigue while maintaining a strong safety focus.”]
3. Signs of Over Reporting Assessment
Evaluate indicators that may suggest over reporting within the incident management system. For each indicator, assess whether it is present and record supporting evidence or observations.
	Indicator
	Description
	Present (Yes/No)
	Notes or Evidence

	Volume Surge Without Action
	Incident reports are increasing but corrective actions and close out activities are delayed or not occurring
	☐
	

	Trivial Entries Dominating
	Minor or low risk issues are overwhelming reports of significant incidents or hazards
	☐
	

	Worker Disengagement
	Workers perceive incident reporting as bureaucratic or pointless
	☐
	

	Resource Strain
	Supervisors or analysis teams are overwhelmed by report volume
	☐
	





4. Mapping Reporting to QHSE Disciplines
Link incident reporting practices to quality, health and safety, and environmental outcomes to ensure reporting supports an integrated management approach.
	QHSE Discipline
	Impact of Current Reporting Practices
	Mapped (Yes/No)
	Notes

	Quality (ISO 9001)
	[Example: Over reporting dilutes focus on genuine process improvement opportunities.]
	☐
	

	Health and Safety (ISO 45001)
	[Example: High volume of minor incidents obscures serious hazards and trends.]
	☐
	

	Environment (ISO 14001)
	[Example: Trivial reports reduce attention on significant environmental impacts such as spills.]
	☐
	


5. Impact Assessment
Assess and prioritise the impact of over reporting on the effectiveness of the Integrated Management System.
	Impact Area
	Rating (High Medium Low)
	Risks and Consequences

	Impact on Efficiency
	
	

	Impact on Workforce Engagement
	
	

	Impact on Safety Outcomes
	
	


6. Action Plans to Balance Reporting
Develop actions to optimise the incident reporting system. Include responsibility, timelines, and required resources.
	Action
	Description
	Responsible Person
	Target Date
	Resources Required
	Planned (Yes/No)

	Action 1
	[Example: Set clear incident reporting criteria]
	
	
	
	☐

	Action 2
	[Example: Train workers on report prioritisation]
	
	
	
	☐

	Action 3
	[Example: Streamline incident analysis process]
	
	
	
	☐

	Action 4
	[Example: Reward quality and meaningful reports]
	
	
	
	☐





7. Overall Summary and Next Steps
Summarise key findings and explain how the outcomes of this checklist will be integrated into the Integrated Management System.
Summary:
[Insert summary here, for example:
“Over reporting has been identified as a medium impact issue requiring refinement of reporting criteria to ensure focus remains on high risk and high value incidents.”]
Next Steps:
[Insert next steps here, for example:
“Update incident reporting procedure, revise training materials, and monitor reporting trends through management review.”]
8. Approval and Review
	Approved By
	Position
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	


Next Review Date:
[Insert date, for example: quarterly or as required following system changes]
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