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1 Reporting Confirmed COVID-19 Incident into GSafe 
GSafe is Griffith University’s incident and hazard reporting system for staff, 
students, and visitors. From January 2022, all staff and HDR students must 
report confirmed cases of COVID-19 (Coronavirus) into this system. A positive 
case may be confirmed by PCR test, Rapid Antigen Test, or other medical 
diagnosis. More information can be found here:  
https://www.griffith.edu.au/staff/coronavirus  
 
A member of the Health and Safety Team will contact the Reporter and Person 
Responsible to discuss the report and may request further information, including 
any isolation directives from the relevant Health authority.  

2 Important functions 
 

Mandatory fields are indicated by the white arrow in the red circle. 

 
A search box will open to find a person, location or business unit.  

 
Indicates a text box with spellcheck. 

 

3 Accessing G-Safe and completing your report 
Log in to GSafe (https://www.riskcloud.net/prod/default.aspx) through the Health, Safety 
and Wellbeing site or through the staff portal under Key Services. A dashboard will appear similar 
to the picture below. Dashboards will differ depending on your access. Select ‘Incident/Hazard 
Reporting’. 

G-Safe can also be accessed via the pocketSafety App. Please go the instruction sheet for 
further information on downloading the app to your mobile devices 
 
 

https://www.griffith.edu.au/staff/coronavirus
https://www.riskcloud.net/prod/default.aspx
https://www.griffith.edu.au/__data/assets/pdf_file/0033/858534/PocketSafety-24.09.2019.pdf
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1.  Click on (1) A 
safety incident 
involving an Injury, 
Illness or Near miss 
Report 

 

2. Report for yourself 
or on behalf of 
another person  
 

3. Report the date you 
first knew about the 
condition, became 
unwell and when 
you received a 
positive result 
 

4. Choose the location 
based on where you 
work or study On 
Campus, or select 
Off Campus for 
other areas 
 

5. Incident Title free 
text – please write:  
‘Confirmed case of 
COVID-19’  
 

6. Please provide as 
much detail as 
possible regarding 
condition, any 
times/dates and 
buildings/rooms 
attended, or facilities 
used while On 
Campus (if 
applicable) and QLD 
Health directions  
 
 
 

7. Click ‘Next’ at top of 
page  
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When reporting for 
another person, the 
following page will 
appear 
 

8. Select person type 
i.e. Griffith staff 
member, student 
etc. 
 
 
 
 
 
For employees you 
may search and 
select the person 
from the staff 
database 
 
 
 
 
 
Otherwise, enter the 
persons details in 
the spaces provided 
 
 
 
 
 
 
 
 
 
 
 
 
 

9. Click ‘Next’ at top of 
page  
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10. Check ‘No’ as this 
was not sustained 
due to a work 
related activity.  
 
If you believe that 
you were infected 
with COVID 19, 
while on duty as a 
result of work 
related activities, 
you can check 
‘Yes’. This will 
generate a few extra 
questions about 
your health 
condition. 
 
 
 
 
 
 
 
 
 
 
 

11. Complete remaining 
fields as needed or 
select ‘No’ 
 
 
 
 
 
 
 
 
 
 
 
 

12. Click ‘Next’ at top of 
page 
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Now complete the 
following: 

 
13. Mechanism:  
 Drop down box – 

choose: 
‘Animal/Biological 
Exposure or 
Contact’ 
 

14. Agency:  
Drop down box – 
choose: 
‘Biological Agent- 
COVID-19 
Coronavirus’ 
 

15. Ensure your 
Supervisor or 
Course director 
appears here – use 
the search function 
if it doesn’t appear 
correctly 
 

16. Attach any available 
supporting 
information such as 
test results or QLD 
Health documents 
 
 
 
 
 
 
 
 
 
 
 
 
 

17. Click ‘Next’ at top of 
page. 
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18. Submit your report 
or review the details 
 

19. Reports of positive 
COVID-19 cases will 
be managed as 
below. 

4 Positive Covid Incident Report Response Example 
 

 
If you have any questions about this Quick Guide, or completing the Report please 

contact HR and Safety. 

07 373 54011 
hrandsafety@griffith.edu.au  

GSafe Report 
Completed

• Incident Reporter may be Person 
Affected or Other Person. 

Health and Safety 
Consultant 

Reviews

• Health and Safety Consultant to contact Incident 
Reporter and Person Responsible, check on 
wellbeing and share current QLD Health 
guidelines, Griffth procedures and relavent 
resources. 

• Cases involving On-Campus periods may require 
additional actions, including cleaning and 
contacting affected personnel. 

Health and Safety 
Consultant 

creates Action 
Plan

• Incident Reporter to 
review Action Plan.

• Incident Reporter to 
confirm Action Plan with 
Consultant.

mailto:hrandsafety@griffith.edu.au
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