	



ACCIDENT / INCIDENT REPORTING 
AND INVESTIGATION 
	PROCEDURE NO.

	PAGE
1 of 11

	
	PREPARED BY
Michael S. Evans

	
	APPROVED BY:
Ed Lewis
	PROMULGATION DATE
01/DECEMBER/2009

	
	REVISION DATE
12/JUNE/2014
	REV. #
1



	          ACCIDENT / INCIDENT REPORTING
               AND INVESTIGATION
	PROCEDURE NO.

	REV.
1
	DATE
12/JUNE/2014
	PAGE
5 of 11

	
	
	
	
	



[bookmark: _Toc84006820][bookmark: _Toc84008690][bookmark: _Toc84006689][bookmark: _Toc84008559]Revision Record
	DATE
	REVISION #
	APPROVED BY
	DESCRIIPTION

	6/12/2014
	1
	Ed Lewis
	· Added reporting requirements to section 3.0.
· Added required equipment to section 8.7.
· Added retention requirements of annual reports to section 7.2.
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[bookmark: _Toc247508865]1.0		Purpose AND SCOPE
The purpose of this procedure is to insure all accidents, including nearmisses, are reported in a proper and timely fashion. Such reporting is used to assist the Safety Department in making WW Gay a safe, healthy work environment. Accident investigations bring out the root causes of accidents and nearmiss incidents, and this information is vital to removing the root cause, repairing defective equipment, or learning a safer way to work.  In addition, regulatory standards require that all recordable and lost time accidents be reported to OSHA in accordance with the procedures described in this Section, as well as to the WW Gay safety department in accordance with the notification procedures described in this procedure.

This procedure applies to all WW Gay personnel as well as sub-contractor employees performing work for WW Gay.

[bookmark: _Toc247508866]2.0		responsibilities
[bookmark: _Toc247508867]2.1		Department Manager
The Department Manager is responsible for implementing and enforcing this procedure.
[bookmark: _Toc247508868]2.2		Safety Department
The Safety Department is responsible for monitoring compliance with this procedure and;
· Reporting all first aid, nearmiss, recordable and lost time accidents to all appropriate parties in a timely manner not to exceed 24 hours for the initial report.
· Conducting in-depth investigations of all nearmiss, and recordable accidents with the assistance of selected personnel as necessary.
· Providing accident report forms for General Foreman / Foreman. 
· Arranging medical care for employees as needed.
[bookmark: _Toc247508869]2.3		General Foreman / Foreman
General Foreman / Foreman are responsible for;
· Advising the Safety Department of any incident that causes bodily harm or has the potential to cause bodily harm to an employee (Nearmiss),or incidents involving property damage as soon as feasible.
· Completing (with the injured employee) the accident report form, and forward the form to the Safety Department as soon as possible, not to exceed 24 hours.
[bookmark: _Toc247508870]2.4		Employees
Employees are responsible for;
· Reporting any and all nearmisses, first aid cases, bodily injuries and property damage to General Foreman / Foreman and the Safety Department as soon as feasible.
· All injuries must be reported by the end of the work day. Reporting the injury after the day that the incident happened could result in disciplinary actions and / or loss of Workman’s Compensation benefits.

[bookmark: _Toc10341255][bookmark: _Toc247508871]3.0		Accident / Incident Reporting Processes
The following table describes the actions and responsibilities for reporting and investigating an Accident, Incident, or Near-miss at a WW Gay facility or job site.
Required incidents must be verbally reported to applicable regulatory agency(s) within 8 hours of their discovery. Incidents must also be reported to the client as soon as possible or in a timely manner (within 24 hours of incident).


	Step
	Description
	Participants

	1
	Notify your Foreman of the incident immediately.
	If the Incident requires or has the potential to require medical treatment or rescue services, the job foreman must be notified immediately. Customer procedures for rescue services or medical treatment will be implemented.
	Workers Foreman, Site Contact, WW Gay On Site Personnel, Site Personnel and Rescue Personnel as needed.

	2
	Fill out Incident Investigation Report or Nearmiss / Unsafe Condition Report.
	· An Incident Investigation Report must be prepared and submitted after an employee reports a work-related accident, injury or illness.
· A Nearmiss/Unsafe Condition Report must be prepared and submitted after an employee reports a near-miss incident.
	Employee’s Foreman or designee and involved employees.

	3
	Fill out First Report of Injury form if an injury/illness has occurred.
	First Report of Injury must be completed and forwarded to the Safety Department if the Accident/Incident resulted in a work-related injury or illness that requires attention by a physician, hospital, or clinic.
	Employee’s Foreman or designee.

	4
	Coordinate Physician Visits or Work Arrangements.
	Appropriate reporting and recordkeeping must be completed as detailed in WW Gay Health Care Facility Packet.

	Employee,  Site Supervision,
Safety Department and HR Department.



	Step
	Description
	Participants

	5
	Document Illness or Injury.
	Regulatory OSHA form 300 must be filled out along with other applicable forms listed in this Section
	[bookmark: _GoBack]Site Supervision, Safety and HR Department

	6
	Fill out Guide for Identifying Causal Factors/Corrective Actions

	All accidents, incidents and near-misses resulting in injury or in property damage shall be analyzed. Additionally, The Safety Department may, at their discretion, analyze any incident in greater detail.
	Site Supervision, Safety and HR Department




[bookmark: _Toc10341256][bookmark: _Toc247508872]5.0		ACCIDENT / INCIDENT Procedures
[bookmark: _Toc472918181][bookmark: _Toc247508873]5.1		Employee Injuries and Illnesses (Occupational)
[bookmark: _Toc472918182]When a work related Incident occurs, the employee involved must notify his or her Foreman immediately. Failure to report an injury may result in disciplinary action and / or loss of Workman’s Compensation benefits.
[bookmark: _Toc133811486][bookmark: _Toc247508874]5.2		Accident/Incident Report / Nearmiss Report
An Accident/Incident Report is completed and submitted by the responsible Foreman after an employee reports an accident or nearmiss situation. The employee’s Foreman is responsible for obtaining the necessary information and completing this Form.
[bookmark: _Toc133811487][bookmark: _Toc247508875]5.3		Employer’s First Report of Injury
A First Report of Injury Form is prepared and submitted after an employee reports a work-related injury or illness that requires attention by a physician, hospital, or clinic. The Foreman is responsible for obtaining the necessary information and completing this Form. 
[bookmark: _Toc472918183][bookmark: _Toc247508876]5.4		Employee Injury and Illness Overview
Diagnosis and treatment of occupational injury and illness is conducted by an appropriate medical facility or personnel and is in compliance with workers' compensation laws and policies of the state the injury occurred in. Appropriate reporting and record keeping shall be completed as detailed in this procedure.
[bookmark: _Toc472918184][bookmark: _Toc247508877]5.5		Employee Visits to Physicians
[bookmark: _Toc472918185]If employees are referred to a physician or medical facility for a non-emergency work related injury a WW Gay Doctor Referral Form, must be completed. The employee must return from the medical facility with a completed WW Gay Return to Work Form, or a similar form completed by the physician before the employee can return to full duty. The forms must be given to the employee before he is taken to the doctor. These forms are located in the WW Gay Health care facility packet.
[bookmark: _Toc247508878]5.6		Reporting of Non-Referred Medical Treatment
Employees who obtain medical treatment for work-related injury or illness without being referred by their Foreman or Safety department will advise their Foreman at start of shift on the first scheduled workday following treatment. It is the employee’s responsibility to provide a WW Gay Return to Work Form or similar form completed by attending physician. The employee will not be allowed to return to work until medical clearance is obtained. WW Gay reserves the right to withhold payment of medical costs associated with non-referred medical treatment.
All employees will be knowledgeable of this program requirement.
[bookmark: _Toc247508879]5.7		Non-Occupational Injuries and Illnesses
Employees who suffer a non-occupational injury and/or illness that may adversely affect their work at WW Gay and/or may be aggravated by their work at the facility are required to report such injury or illness to their Foreman / Safety Department prior to starting work at the start of the next scheduled work day. All circumstances surrounding the injury or illness shall be recorded for future reference. If the injury or illness affects the ability of the employee to perform his/her work safely or aggravating the injury, the employee will not be allowed to return to work until medical clearance is obtained.
[bookmark: _Toc472918187][bookmark: _Toc247508880]5.8		Restricted Work Assignments
Employees with a job-related injury or illness will be evaluated to return to work provided the attending physician approves their return in writing (WW Gay Return to Work Form) and that a regularly scheduled job exists that meets their current limitation. The Affected Employee, responsible Foreman, Safety Department, and Human Resources Manager will make the evaluation and agree on work assignments.
[bookmark: _Toc472918188][bookmark: _Toc247508881]5.9		Post Accident/Incident Substance Abuse Testing
Per the WW Gay Substance Abuse Program employees will be tested for substance abuse on a random basis. Additionally, WW Gay reserves the right to perform post-accident/incident substance abuse testing when employees are believed to have violated company safety rules, procedures, or engaged in unsafe acts. Testing will be in accordance with the WW Gay Substance Abuse Program and applicable DOT drug and alcohol misuse prevention programs. Drug testing will be conducted following any accident/incident that involves an injury that requires treatment by a professional medical provider, or that results in damage to company/customer equipment or property that is in excess of $500.00.

[bookmark: _Toc472918189][bookmark: _Toc247508882][bookmark: _Toc472918193]6.0		nearmiss situations
A nearmiss incident is one that did not result in equipment/property damage or an accident or injury. It may only be due to the luck of circumstances that the employee was just out of harms way when the incident occurred. Another time, an employee may not be so lucky. For this reason, the timely reporting of nearmiss incidents is imperative for preventing injuries, illnesses, and/or property loss. 
[bookmark: _Toc247508883]6.1		Reporting
Any employee may report a nearmiss incident including one that they believe has not already been reported, or that they believe may have been reported but not given the needed priority, or may be overlooked if not reported. The reporting employee will report the incident to their Foreman who will submit the completed nearmiss reporting form (WW Gay Nearmiss/Unsafe Condition Report) to the Safety Department as soon as possible after the occurrence of the event. The reporting individual shall initiate interim resolutions to the nearmiss incident as is appropriate based on the nature of the incident.
Reporting of a nearmiss will not result in disciplinary action unless a blatant company policy violation resulted in the nearmiss.
[bookmark: _Toc247508884]6.2		Definitions
Nearmiss: any work-related occurrence that did not result in an injury or illness but was considered by the reporting employee as having the potential to cause bodily injury, illness or property damage. Note: Reports of unsafe acts, work practices or work conditions may also be reported as a nearmiss.
Significant nearmiss: a nearmiss incident that could have resulted in serious injury and/or has a reasonable probability of being repeated.

[bookmark: _Toc247508885][bookmark: _Toc472918195]7.0		Documentation of Occupational Injuries and Illnesses
[bookmark: _Toc247508886][bookmark: _Toc472918196]7.1		Deciding Between First Aid or Recordable Incidents
Recordable and first aid injuries will be determined using the guidance provided in OSHA’s Recordkeeping Guidelines for Occupational Injuries and Illnesses (29 CFR 1904 and 1952) and recorded on the OSHA forms for Recording Work Related Injuries and Illnesses (300-301).
[bookmark: _Toc472918197][bookmark: _Toc247508887][bookmark: _Toc472918198]7.2		OSHA Recordkeeping Requirements – OSHA Form No. 300, 300A and 301
A log and summary of all reportable occupational injuries and illnesses shall be maintained by the Corporate Safety Department. 
· Running Log – Each reportable injury and illness must be reflected on the Log of Work Related Injuries and Illnesses (OSHA Form No. 300) as soon as possible but no later than seven (7) calendar days after discovering that a reportable injury or illness has occurred. Instructions for completing OSHA Forms may be found at www.osha.gov
· Annual Totals – The annual totals of the OSHA Form No. 300 shall be posted on Form 300A February 1 – April 30 of the year following the report in areas that allow all employees access to view the report.
A company executive must certify that he or she has examined the OSHA 300 & 300A Log and that he or she reasonably believes, based on his or her knowledge of the process by which the information was recorded, that the annual summary is correct and complete.
· The OSHA 300 Log, the privacy case list (if one exists), the annual summary, and the Incident Report forms must be retained for five (5) years following the end of the calendar year that these records cover.

[bookmark: _Toc472918200][bookmark: _Toc247508888]8.0		Analysis of Accidents and Incidents
[bookmark: _Toc247508889]8.1		When to Analyze Accidents/Incidents
All accidents and incidents, regardless of whether or not there are injuries, will be analyzed when there is:
· Any injury
· A loss of equipment or property exceeding $500. (WW Gay Equipment/Property Damage Report).
· A nearmiss with potential for either one of the above.
· Any set of circumstances where the WW Gay Safety Manager, the job site management team or safety committee, or the Department Manager deems an analysis is necessary. Such circumstances may include recurrences of the same minor accident/incident, fires, and significant events.
WW Gay Accident Investigation Report will be used for all injury and nearmiss situations and entered into the Corporate Incident Data Base within 7 calendar days of the incident.
[bookmark: _Toc472918201][bookmark: _Toc247508890]8.2		Objective
Analyses should be conducted to determine both the cause of the accident/incident and the changes necessary to prevent a similar occurrence in the future, NOT to determine where blame should be placed. The analysis will also assist the company in determining the facts useful in legal proceedings and will serve to inform the employees of the hazards involved.
[bookmark: _Toc472918202][bookmark: _Toc247508891]8.3		Responsibilities
General Foreman / Foreman will be responsible for actively participating in the analysis of accidents and incidents. Employees shall be responsible for cooperating fully with the accident/incident analysis team.
[bookmark: _Toc472918203][bookmark: _Toc247508892]8.4		Analysis Team
The analysis team should include, at a minimum, the WW Gay Safety Department and when determined to be needed; the Foreman(s) involved. Safety committee members, or any other persons identified by site management may participate.
[bookmark: _Toc472918204][bookmark: _Toc247508893]8.5		Analysis
The analysis will be fact finding, not fault finding, and should be conducted as soon as possible after the accident/incident. WW Gay Accident Investigation Form, will be used when conducting the analysis. Guide for Identifying Causal Factors/Corrective Actions (Appendix A) must be used to assist in causal factor identification.
If deemed necessary and feasible the scene of the accident/incident should be flagged or roped-off until all analyses are complete (site, insurance, OSHA/MSHA, local authorities, etc.). Do not remove or alter anything unless rescue operations so dictate. Security may be needed to prevent unauthorized entry or removal of equipment or material.
If equipment, tools, or materials are involved in the accident/incident, they should be tagged or permanently marked for positive identification. The person tagging the item should be identified. The items should then be placed in safekeeping.
All personnel involved and all witnesses to the accident/incident should be interviewed individually and in private. Written statements should be taken as soon as possible. Tape recorders may be used for purposes of note taking. (See WW Gay Statement of Witness Form). A copy of the statement shall be given to the witness.
[bookmark: _Toc472918205][bookmark: _Toc247508894]8.6		Witnesses
At a minimum, the following information should be taken from each person and witness involved:
· Name
· Address
· Position/craft
· Last 6 of their social security number.
· Telephone number
· Where were you when the accident/incident took place?
· What activity was being performed by those involved prior to the accident/incident?
· What activity were you performing at the time of the accident/incident?
· What materials, equipment, or conditions were involved?  Include all contributing factors?
· What did you actually see take place?
· Why did it happen?  Include all unsafe conditions and/or unsafe acts?
· Are you aware of a previously known and/or reported problem or condition associated with the accident/incident?

[bookmark: _Toc472918206][bookmark: _Toc247508895]8.7		Photographs and Drawings
Proper equipment required for the incident investigation will be made available to the investigation team. This may include some or all of the following items; writing equipment such as pens/paper, measurement equipment such as tape measures and rulers, cameras, small tools, audio recorder, PPE, marking devices such as flags, equipment manuals, etc.
If allowed by the customer, cameras are available for accident/incident analyses. Cameras include 35mm, or digital, however, digital photographs are editable and may not be admissible in court. Drawings will be marked up and/or sketches prepared to indicate the location of the accident/incident. All measurements such as time, distance, etc. must be accurate.
Photographs will be taken as soon as possible, since conditions often change rapidly. The photographs will be mounted on the WW Gay Photo Information Sheet, and will contain the following information: description and location of the principal item(s) date and time photo taken and name of photographer. Photographs will be taken from as many angles as possible. In addition, VHS videotape should be made of the accident/incident scene, as well as a reconstruction of the accident/incident, if possible.
[bookmark: _Toc472918207][bookmark: _Toc247508896]8.8		Incident Investigation Report
A complete and comprehensive report will be initiated as soon as possible after the accident/incident. Once the analysis form is completed or within six (6) business days, the form will be sent to the WW Gay Corporate Safety Department. At a minimum, the report shall contain the following information:
· Chronological order of all events listed by dates, times, names, meetings, etc., and comments on all relevant events.
· Accident/incident analysis report.
· Drawings/blueprints.
· Law Enforcement Analysis report, if available/applicable.
· Coroner's report, if available/applicable.
· Personnel information on all injured employee(s).
· Workers' compensation claim.
· Statements of witnesses.
· Copies of newspaper clippings.
· Photos
· Summary of possible causative factors.
The Safety Department will provide the Department Manager and the WW Gay upper management with a continual update on the analysis.
Lessons learned should be reviewed and communicated. Changes to processes must be placed into effect to prevent reoccurrence or similar events.

[bookmark: _Toc472918208][bookmark: _Toc247508897]9.0		Training
All employees shall be trained in the requirements of this procedure.
Personnel that may be involved in conducting the analysis of accidents and incidents (General Foreman / Foreman, Safety Specialist, and Department Manager) are required to be trained in analysis techniques. At a minimum this training will include:
· How to conduct an analysis.
· Documentation of facts.
· How to use photography for documentation.
· Securing the accident/incident scene.
· Techniques for interviewing the witnesses.
Personnel not involved with conducting analyses will be given an overview of what to be aware of in accident/incident reporting, preserving evidence, and how to help when the analysis team arrives.
Retraining shall be provided for each employee as necessary so that the employee maintains the understanding and knowledge acquired through the initial training.
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