ACCIDENT REPORTING AND INVESTIGATION PROCEDURES

OBJECTIVE:
To ensure that all employee injuries or illnesses, first-aids, near misses and property loss incidents are timely reported and fully investigated to determine all contributing factors; that roles and responsibilities of persons involved in the reporting and investigation processes are fully defined; and that effective prevention controls are implemented.

This procedure applies to reporting and investigation only and does not in any way alter or affect the current established procedures for handling emergency medical injuries and illnesses.
REPORTING:  

Employee:

(1)
The employee shall report all occurrences of injury, illness, property damage or near misses to the Shift Supervisor immediately.  Further immediate action will be determined by the type and seriousness of the occurrence.

(2) 
The employee will complete the Employee Report of Accident (Exhibit “A”), providing all pertinent information regarding the occurrence and submit to the Shift Supervisor.

(3)
Unless prevented from doing so due to injury or illness, the  employee must complete and submit the report to the Supervisor by the end of the 12-hour shift.


Shift Supervisor:

(1)
The Shift Supervisor will investigate the incident and complete the highlighted portions of the Accident Investigation Report (Exhibit “B”) located on the backside of the Employee Report of Accident and submit both Exhibits “A” and “B” to the Safety Manager for follow-up, within 24 hours.

EHS Manager:


(1)
The EHS Manager will complete the balance of the Accident Investigation Report and submit to the Human Resources Manager for further action required.

(2)
The EHS will complete and file the 7001 notice of injury form with MSHA.

Human Resources Manager:

(1)
If the claim is determined to be compensable, the employee will complete the First Report of Injury Form (Form N), and provide it to the Human Resources Manager.


(2)
The Human Resources Manager will notify ESIS of the claim and request a case number.  When a case number is received, the HR Manager will furnish the First Report of Injury and all supporting medical documentation to Proppants’ ESIS contact with the XXX Workers Compensation Commission in ZZZ.

Accident Investigation:

(1)
An Accident investigation will be conducted by the EHS Manager, Shift Supervisor and members of the Safety Team.


(2)
The  EHS Manager will prepare the final investigation report, using the 6M method, and submit to Proppants and NorPro Management.


Follow-Up:

(1)
The Human Resources Manager will follow up with ESIS to assure that claims are handled in a timely manner.

Property Damage:

(1)
Employee will report to the Shift Supervisor any incident(s) resulting in property damage.  Employee and the Shift Supervisor will complete the Accident Reporting form (Exhibit “A”) and submit to the Manager Manufacturing Operations for follow-up.


Drug Testing:


Any affected or involved person(s) will receive a drug and alcohol testing following any of the events listed below:

(1)
Post accident with injury

(2)
Non-injury incidents involving property damage


(3)
Reasonable suspicion that a person may be under the influence



of either drugs or alcohol

XXX has a standing order with all CCC medical treatment facilities for employee drug testing in the above situations, however, the member of management securing treatment is responsible to confirm this order and assure testing is conducted.
XXX also utilizes the services of an off-site drug testing facility for incidents not involving injury to persons.  Contact information for this service is:  VVV.  During regular working hours, the HR Manager, upon request, will make contact with the service for on-site testing.  Requests for services outside regular working hours will be initiated by the Shift Supervisor.
If an employee refuses to submit to a drug or alcohol test, the Shift Supervisor will contact the HR Manager for guidance in handling the refusal.  In the event the HR Manager is unavailable, the Shift Supervisor will contact the Manager of Manufacturing Operations.

