XXXX Company

Safe Work Procedure

Reporting Procedure for Accidents


The reporting of accidents and near miss accidents are an essential part of accident prevention.  A significant effect in the reduction of accidents occurs when accidents are properly reported, corrective action is taken and information is shared to prevent reoccurrence. The following items are required for accident reporting:

A.
All accidents, no matter how slight, will be reported promptly to the foreman but in no case later than the end of the work shift.  The circumstances surrounding the accident will then be investigated so that corrective action can by taken to prevent a similar accident.  If you fail to report an injury on the shift in which it occurs, it can affect payment of resulting compensation or medical claims.

It is necessary to place such controls on accident reporting to insure that prompt corrective action is taken to prevent reoccurrence of a similar accident.  And in some accidents, it may be necessary to preserve evidence in order to do a proper accident investigation or an accident reenactment, both of which may be impossible if accidents are not promptly reported.

B.
All injured persons will be accompanied by a company appointed person when seeking medical attention.  When an employee is injured on the job and elects not to seek medical attention at the time but later feels it is necessary, the injured person must contact a foreman, shift foreman or safety department member before seeking treatment so arrangements can be made for injured when seeking medical attention.  Life threatening emergencies excluded!
The reasons for having a company appointed person go to the hospital with injured employees are as follows:

1.
To answer questions which may come up concerning insurance provider, policy numbers, billing information, etc.

2.
Review with the doctor the extent of injury, time necessary for recovery, work restrictions and alternative treatments, etc.

3.
Discuss details of the accident with injured while they are fresh on the injured's and supervisor's minds.

1. The foreman is responsible for conducting a thorough accident investigation and overseeing corrective action.  This initial investigation information shall be incorporated into the Yellow Event Report Form. This information is to be reviewed for completeness by the Shift Foreman and Coordinator. 

2. The Event Report Form must be completed before leaving the mine that day. This can be done using the paper version or by putting the information directly in to First Priority.
3. The shift foreman on shift will make sure each foreman knows what happened concerning the accident/near miss either during the shift on which the incident occurred or by the start of the next shift. 

4. Each foreman/shift foreman will discuss the events with those persons following them on the next shift.

5. If used, the completed Event Report Form is to be placed in the Safety Materials box in the Foreman’s Room. 

6. Safety Department personnel will collect the information from this box each day. Information shall be entered in to database where it is compiled and distributed for safety meeting information.
A near miss accident is defined as an incident which occurred without injury or property damage but which has the potential to cause injury or property damage.

Accident analysis tells us that for every injury that occurs, several near miss accidents will have occurred as a warning of a potential injury-causing unsafe act or condition.

For this reason the reporting of near miss accidents will be treated and corrected in the same manner as injury or property damage accidents.

The foreman is responsible for conducting a thorough near miss accident investigation and overseeing corrective action.  The formal review and written report must be completed within 48 hrs or by the end of the next worked shift. It is the responsibility of the Coordinator and Shift Foreman to schedule this formal review. The Safety Department will facilitate the review process.

NOTE:  Classification of Accidents to be reported:

1. Lost Time Accident ‑ Injured person is unable to return to regular work duties on their next scheduled shift.

2. Classified Injury – The injured is released to return to work with restrictions to activities. 

3. Doctor Treated Injury ‑ Accident requiring medical examination and treatment.

4. Doctor Observed Injury ‑ Accident evaluated by doctor but no treatment rendered except preventative i.e., Tetanus shot, cleaning wound, etc.

5. MSHA Reportable Injuries ‑ Includes lost time accidents and doctor treated accidents.

6. First Aid Accident ‑ Injuries sustained which require treatment at minesite only.

7. Property Accidents ‑ Accidents which occur to equipment or objects resulting in damage with no personal injury.

8. Near Miss Accidents ‑ Incidents without injury or property damage which have the potential to cause injury or property damage.

