OH&S Procedures

Workplace Investigations &

Incident Reporting

Purpose

To provide guidelines to employees who investigate incidents resulting in workplace injuries, a near miss, property damage and personal security incidents so that causes can be determined and corrective actions can be taken to prevent recurrence.

Background
An accident is an undesired event that results in harm to people, damage to property, or loss to process.

An incident is any unplanned and unwanted event, which results in damage or injury or, except for the “grace of God”, would have resulted in damage, injury or death (i.e., a near miss).

Almost every incident is the result of a combination of causes. The primary purpose of investigation is to identify these causes so that corrective action can be taken to prevent a recurrence of the incident.  Information collected will also be valuable in meeting the YWCHSB reporting requirements.

Accident/incident investigations are not conducted to fix blame. They are conducted to find facts and to prevent a recurrence.  Investigations should be conducted by the supervisor in charge of the area and/or workers involved. The investigator must review every incident report to ensure that appropriate corrective action takes place.

Investigation and implementing corrective action
Any staff involved in an incident should:

1. Take control of the scene to ensure 

· no further injury or damage occurs by identifying and controlling imminent dangers according to Emergency Response Procedures, 

· any injured persons are cared for, and.

· physical evidence is not disturbed.
2. Send someone to get a supervisor and maintain control of the scene until a supervisor arrives.
3. Assist in the investigation as required.

Supervisors should conduct an investigation immediately after an incident is reported to them by a staff member and implement corrective action using the following steps:

1. Maintain control of the scene.

2. Get an overview of what happened.

3. Examine equipment/materials involved.

4. Collect and safeguard any physical evidence.  Where practicable, the scene of any accident should be left untouched, except for activity necessitated by rescue work or to prevent further failures or injuries, until the accident has been investigated.

5. Take photographs of the scene.

6. Interview witnesses and obtain written statements where appropriate.

7. Request expert advice as required.

8. Analyze all the available information to determine the causes.

9. Look for causes where "the system failed the worker", not only for those where "the worker failed the system."

10. Determine what corrective action will prevent recurrence.

11. Implement corrective actions as soon as reasonably practicable or forward your recommendations to your supervisor if the corrective actions fall outside your areas of authority.
12. Complete the investigation report and forward a copy to your supervisor and Joint Health and Safety Committee.

13. Follow-up to ensure corrective action is completed.

14. Get senior management's review and feedback.

Senior Management should review recommendations from an investigation and ensure appropriate corrective actions are implemented.

Workplace incident reporting and follow-up
All staff involved in an incident must immediately:

· Report any workplace injury to the first aid attendant and then to your supervisor after you've received any necessary first aid treatment.

· Complete and submit a Worker's Report of Injury if medical aid is required.

· Report any near miss to your supervisor and complete a Near Miss & Danger Report.

· Report any violent incidents or threats to your supervisor and complete a Personal Security Incident Report as outlined in the Personal Security and Incident Reporting Directive.
· Report any incident resulting in property damage to your supervisor. 

Supervisors must immediately:
· Complete an investigation report and forward a copy to your Safety Committee representative and to your Director. 
· Report to the Occupational Health & Safety Branch of Yukon Workers’ Compensation Health and Safety Board any serious workplace accidents and injuries including fatalities, fractures of major bones, loss of sight, third degree burns, uncontrolled explosions, collapses of cranes or load bearing components of building, brake failures causing runaways and close calls of the above.

· Complete and submit an Employer's Report of Injury if one of your staff reports a workplace injury.

· Complete your portion of the Near Miss and Danger Report and forward a copy to a Safety Committee representative if one of your staff reports a near miss.
· If one of your staff reports a violent incident, complete your portion of the personal security incident report and forward it to your supervisor as outlined in the Personal Security and Incident Reporting Directive.
· Ensure remedial action is implemented in as soon as reasonably practicable.

Senior Management and Joint Health and Safety Committee must:
· Monitor incident reports, confirm the cause of the incident and ensure appropriate follow-up action is approved and implemented by the supervisor as soon as reasonably practicable.

· Direct detailed investigations, as required.
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