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1.0 PROCESS INTENT, REGULATORY REQUIREMENT, AND ENFORCEMENT
1.1 ************** and its affiliates (hereafter referred to as “*****” operate several production facilities across North America and Canada (each such facility is hereafter referred to as “Site”). It is the policy of ***** to provide and maintain an effective work environment in order to protect its employees and all contractors, haulers, and other workers not employed by ***** (hereafter referred to as “Contractor”) from hazards. As such, this policy (as may be modified as provided below) is considered mandatory for all employees and Contractors and violations can result in sanctions possibly including termination and/or revocation of contracts for first time offenses.
1.2 ************** (through the Director of Loss Prevention) and the applicable Area Loss Prevention Manager (“ALPM”) have the right to immediately modify or amend this policy to protect the health and safety of employees.     
1.3 Each Site may modify this corporate policy, with direction from their ALPM, to meet site-specific needs through procedures established by *****. 
1.4 The Site manager or their respective designee’s of each Site are the process owners with full accountability for modification, enforcement and training of this process. Each Site must meet or exceed these minimum requirements. The ALPM should be consulted on interpretation of requirements and utilized as a resource for implementing this procedure.
1.5 This written corporate process is to be used as a guideline. Each Site must evaluate the applicability of the text and modify it if appropriate to meet Site needs and satisfy the intent of this policy. Where safety processes already exist, the requirements of this policy may be incorporated into that policy.
1.6 All Contractors are required to conform to this policy. It is the responsibility of each Contractor to assure that its employees are aware of and comply with all applicable safety policies for each Site. Each Contractor must designate a foreman or manager who will have responsibility for overseeing the Contractor’s employees and assuring that they comply with this policy.
2.0 Purpose
2.1 To establish requirements for documenting and investigating all work place accidents.  This procedure will ensure that corrective actions are made when an accident/incident has occurred.  
2.2 Procedure will ensure accurate MSHA record keeping for work-related injuries/illnesses and information for Workers’ Compensation claims handling.
3.0 Scope
3.1 This procedure applies to all employees working at ***** facilities.  Including temporary employees and subcontractors.
4.0 Training
4.1 Employees shall be trained on this procedure at the following times:
· Upon initial development of the procedure

· Upon initial employment

· Whenever a change or revision of the procedure occurs

5.0 Definitions
5.1 Accident- an unforeseen and unplanned event that can include all or one of the following; near miss, property damage, minor injury or serious injury
5.2 Accident Investigation Team- a team comprised of the Supervisor, the affected employee(s), and any other staff or hourly persons that are required to effectively determine the root cause(s) of the accident.
5.3 Injury- any accident requiring medical attention including first aid
5.4 Near Miss – an unusual occurrence in the workplace that could have resulted in harm to people or property if circumstances had been slightly different
5.5 Occupational Illness- any sickness or disease of an employee caused by chemical, noise, or other work place exposures as a direct result of their employment.
5.6 Serious Accident- accidents including significant property damage and/or an injury beyond first-aid treatment
6.0 Responsibilities
6.1 Supervisors are responsible for:
· Reviewing Policy 2500-13g – Emergency Response Plan Checklist – Serious Injury or Fatality Notifications

· Reporting all accidents to the following:

ALPM / AOM / PM

· Completing the Supervisor’s Accident Investigation Form and returning it to the ALPM/AOM/PM within 24 hours of the accident/incident
· Lead the accident investigation
· Reviewing corrective action measures with the involved employee
· Training employees in their area on this procedure
6.2 ALPM / AOM / PM is responsible for:

· Reviewing Policy 2500-13g – Emergency Response Plan Checklist – Serious Injury or Fatality Notifications

· Reviewing Supervisor’s Accident Investigation Form
· Participating in the accident investigation to determine the root causes and corrective actions
· Following up on all corrective actions that have been issued
· Reporting all accident

· Filing all original reports
6.3 Employees are responsible for:

· Reporting all work related injuries and illnesses to their supervisor immediately
· Completing the First Report of Injury Form at the time of the injury or the first day the involved employee returns to work
· Participating on the Accident Investigation Team
· NOTE: Failure to report all accidents immediately may result in disciplinary action, up to and including termination
7.0 Investigation Requirements

7.1 All accidents shall be investigated by the Supervisor
7.2 The goal of the investigation must be to identify the root cause(s) and determine the corrective action(s) to prevent a re-occurrence
7.3 The goal of the investigation is not to “lay blame” on a worker(s)
7.4 Depending on the severity, or potential severity, and the complexity of the issue, the Supervisor must determine investigation team
7.5 The Supervisor must report all accidents to the ALPM, AOM and PM
7.6 The Accident Investigation flowchart in Section 8 may be used to help identify the root cause of the accident, and determine if progressive counseling is warranted
7.7 Contractors must report all accidents to their ***** contact and conduct appropriate investigations
7.8 Contractors that contact an independent investigation are required to allow “*****” to participate in the investigation and provide a copy of the investigation report
8.0 Accident Investigation Flowchart
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9.0 References
2500-13g – ERP – Serious Injury or Fatality Notification
10.0 Appendix

Employee’s Accident Report Form
