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	Overview and Table of Contents
	This document addresses the topics listed below.  It has been designated as a Key Process (Process) and applies to ********** Corporation Worldwide Exploration and Production operations.  Environment, Health, Safety and Social Responsibility (******) incident reporting, documentation and investigation are essential for compliance purposes as well as providing functional information to provide trends and prevent recurrence.
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	Key Process Description / Overview
	The accurate reporting and investigation of ****** incidents are fundamental to the way ********** Corporation conducts its business. ****** data is continuously analyzed and used:

· as a metric to determine how existing programs are performing

· as a guide to initiating new programs or standards

· to show how present performance compares to past performance, as well as to the performance of ********** competitors

· to demonstrate **********’ commitment to protecting the safety and health of ********** employees and contractors, the general public and the environment in all areas in which we operate
In an effort to assist in meeting **********’ goal of continuous ****** improvement, it is critical that all ****** incidents are reported, documented and appropriately investigated in a manner that is consistent throughout the *********** operations. This Key Process provides a breakdown of the steps involved in ****** incident recognition, reporting, investigation and corrective action processes, from the initial responses through action verification and incident report close-out, and sets the expectations for all ***** operations to meet its provisions. All employees and contractors are subject to this Key Process and must report all ****** incidents to their supervisor. Each operation is also required to determine the actions necessary to comply with this Key Process.

Additionally, this Key Process does not cover regulatory reporting requirements. Hence, all businesses must have a process in place to identify, report and document applicable regulatory authority regulations or legislation.

The Synergi System will be used as the method to report and record information for all ****** incidents. The retention of information in Synergi allows for the continuous analysis of data and assists in the determination of corrective measures that may then be taken to reverse any adverse trends observed.



_______________________________________________________________

	Purpose
	This Process establishes formal, consistent and auditable criteria for the reporting, documenting, investigating and analyzing of Environment, Health, Safety and Social Responsibility (******) incidents.


	Scope
	This Process applies to all Worldwide Exploration and Production (*****) assets where ********** is (1) the designated operator or has a Working or Voting Interest greater than or equal to 50% or (2) ********** owns 20% to 50% of the assets and has put together a joint operating company to manage the assets.  The following are covered:   
· Notification of ****** incidents

· Information collection

· Root Cause Analysis (RCA)
· Development of action plans to address root causes and resolve deficiencies

· Reporting and documentation


	Governance
	The table below identifies the Content Owner/Subject Matter Expert and the person responsible for approving the distribution of the standard.

	Content Owner
	Sr. ***** Mgr., Management Systems

	Distribution Approval
	***** V.P. ******


	Frequency / Timing
	All ****** incidents are reported to appropriate personnel immediately and initial information is documented in Synergi within 24 hours of the occurrence. 
This Process will be reviewed and updated at least annually or as required.


	Process
	Use this step-by-step action process to report, document, investigate, communicate and analyze ****** incidents. Each action is further detailed in Sections 7.1 through 7.14. (See Quick Guide Flow Diagram)

	Step
	Action

	1 
	Assess situation and secure site as able. 

	2 
	Notify immediate supervisor or facility supervisor at once.

	3 
	Notify supervisor to make notifications to others pursuant to local organization notification requirements.

	4 
	Gather initial information and report incident in Synergi.

	5 
	Gather additional information and determine severity ranking (Appendix A)

	6 
	Form incident investigation and Root Cause Analysis (RCA) team.

	7 
	Investigate incident and perform Root Cause Analysis pursuant to protocol in Appendix B.

	8 
	Team develops SMARTER corrective actions to address root causes.

	9 
	Record Root Cause Analysis and corrective actions in Synergi.

	10 
	Appropriate level of management develops lessons learned concerning the incident and communicates investigation outcomes.

	11 
	Implement assigned corrective action plan tasks.

	12
	When corrective actions have been implemented, note action closure in Synergi.

	13
	Verify corrective actions have appropriately addressed root cause(s).

	14
	Close out incident in Synergi.


	Assess Situation and Secure Site as Able 
	Upon initial assessment, ensure the site: 

· is safe for personnel
· maintains environmental integrity

· protects the Company reputation
· is undisturbed pending investigation


	1.1 
Make Immediate Notifications
	Immediately notify:
· immediate supervisor

· facility supervisor


	1.2 
Notify Others as Required
	Immediate supervisor or facility supervisor shall notify others pursuant to local organization’s notification requirements.


	Gather Initial Information and Report Incident in Synergi
	Enter initial incident information into Synergi within 24 hours of the occurrence.

Data needed to complete initial Synergi report consists of:  

· the location of the incident
· the date of the incident
· the responsible operation
· a report title and brief explanation of the incident
· the name of the person that reported the incident
Note: The facility/site Supervisor must ensure that all incident information is entered into Synergi within the appropriate time frame.


	
	

	1.3 
Gather Additional Information and Determine Severity

	Gather additional data, as needed, to determine the severity (Appendix A) of the incident.

· Use Appendix A, Incident Severity Rank Determination Matrix, to standardize and facilitate the severity rank determination and the required level of investigation and incident closing requirements. (See Appendix E for instructions on how to use the matrix.)


	Form Incident Investigation and Root Cause Analysis Team(s)
	A team will be formed to investigate any ****** incident based on its severity ranking (see Appendix A).  Team composition will vary according to both the severity and complexity of the incident.

· See Appendix B for team membership qualifications.

· Personnel involved in or witnessing an incident cannot serve on the team investigating that incident.

· Senior management may serve on an investigation team if they meet the qualifications.

· Senior management has additional responsibilities, whether or not they serve on an investigation team. (Appendix B)



	7.7
Investigate Incident 
	Conduct an appropriate level of investigation for all ****** incidents, including Near Misses, based on the severity ranking pursuant to Appendix A.

Note: Adhere to good investigative practices at all times.

Data needed to ensure good investigative practices may consist of:

· video footage or photographs, as appropriate

· drawings or sketched of site location including the sequence of evens and positions of personnel, equipment, etc.

· statements of the witnesses, taken separately, immediately following the incident

· related paperwork such as permits, procedures, training/competence records, etc.

· hardware in use at the time of the incident

· all other necessary items needed for the investigation

Note: If a Fatality or Major Injury occurred and local law enforcement agencies are involved, cooperate with them as required and contact ********** Legal Department.

If a casualty is relocated, photographical or video evidence is required prior to relocation, when feasible.

Note: Local management may require a more detailed level of investigation than that required by Appendix A.

	7.8
Team Develops SMARTER Corrective Actions
	The investigation team will develop a corrective action plan to address each root cause.  Those actions shall be:

· Specific – Who will do what and when?

· Measurable – Is the corrective action quantitatively measurable?

· Accountable – Has the person who is responsible been identified?

· Reasonable – Is this action practical and practicable?

· Timely – Is the due date soon enough to prevent recurrence?

· Effective – Will this action prevent recurrence or reduce consequences?

· Reviewed – Has the corrective action had any unintended consequences or not addressed the root cause?


	7.9
Record Root Cause Analysis and Corrective Actions in Synergi
	The immediate supervisor or facility supervisor is responsible for ensuring that all corrective actions are recorded in Synergi.


	7.10
Communicate Investigation Outcomes
	Using proforma found in Appendix C, the appropriate level of management presents the results of the investigation (findings, learning, actions taken to prevent recurrence, etc.) and shares learnings with all facility employees where the incident occurred and with appropriate ***** Leadership Teams. Distribution is based on a severity ranking of “2-B” or higher. (Yellow and Red Sectors of Appendix A)


	7.11
Implement Assigned Action Plan Tasks
	Complete assigned actions by the targeted deadline. In the event the target deadline cannot be met, notify management immediately. Management will consider the consequences of the unmet deadline and either extend the target deadline or provide additional resources to meet the deadline.

Note: Action plans are kept up-to-date in Synergi , including items not completed, deadline extensions, changes, etc.


	7.12
Verify Actions and Document in Synergi
	When corrective actions have been implemented, note action closure in Synergi.

	
	

	
	

	
	

	7.13

Verify Corrective Actions Address Root Causes
	Facility management will review implemented corrective actions to determine if they have adequately addressed the root causes.  If the corrective actions are deemed adequate, the Synergi case can be closed out.  If not, new corrective actions shall be identified and implemented to address the root causes.


	7.14

Close Out Incident
	Ensure all assigned actions are completed satisfactorily and each completion is documented in Synergi.

Following the approved completion of all action items, document the incident closure in Synergi.

Note: Appropriate functional management or value chain management monitors and approves the satisfactory completion of each action item and the ultimate closure of the incident.


Appendix A
Incident Severity Rank Determination Matrix

Please refer to the full-size chart in the back pocket.
[image: image2.png]Incident Severity Rank Determination Matrix (Appendix A)






Appendix B

Incident Investigation and RCA Team Composition

Severity Rankings of:  1-A, 1-B, 1-C, 1-D, 1-E and 2-A
Incidents classified with a Severity Rank in this range are subject to local investigation and follow-up by the appropriate supervisor and an ***** representative.  A Synergi report plus relevant photographs, witness statements and other relevant evidence should normally be adequate.

Severity Rankings of:  2-B, 2-C, 2-D, 2-E, 3-A, 3-B, 3-C, 3-D, 3-E, 4-A and 4-B
Incidents classified with a Severity Rank in this range are subject to be investigated by a team appointed by site management.  The team should include an ***** representative and relevant technical or operations personnel.  The standard Synergi report should be supplemented with appropriate details and content including witness statements, photographs and other evidence as necessary.
These incidents are subjected to an appropriate level of TapRoot RCA to fully determine the events, conditions, causal factors and root causes of the incident and include the development of a timeline identifying events leading up to, during, and after the incident. Upon conclusion of the RCA, circulate the report through the appropriate chain of command.

Severity Rankings of:  4-C, 4-D, 4-E, 5-A, 5-B, 5-C, 5-D and 5-E
Incidents classified with a Severity Rank in this range are subject to rigorous investigation by a team appointed by management in consultation with Business Unit Senior Management and the ***** Vice President, ******.
This team should consist of site personnel and augmented with independent ***** professional, technical, and operating personnel.  These incidents are subjected to an appropriate level of TapRoot RCA to fully determine the events, conditions, causal factors, and root causes of the incident and include the development of a timeline identifying events leading up to, during, and after the incident. Upon conclusion of the RCA, circulate the report through the appropriate chain of command.
The standard Synergi report is to be supplemented with a detailed report, as required for an incident with a Severity Rank of 2-B, 2-C, 2-D, 2-E, 3-A, 3-B, 3-C, 3-D, 3-E, 4-A and 4-B.
RCA Team Composition and Qualifications

	A team will be formed to investigate the incident and then perform an RCA using TapRoot.  Team sizes can vary depending on the Severity Rank and complexity of the event.  Less complicated, incidents may only require one or two team members, while more complex incidents may require several team members.  Personnel involved in or witnessing the incident shall not serve on the investigation team.  

Investigation Team Roles:

Team Leader

Has working knowledge and some authority in the area of operation where the incident occurred.  The Team Leader selects appropriate personnel to serve on the investigation team.  The Team Leader gives assignments to the various team members and facilitates team meetings.  The Team Leader will have received at least the two-day training on incident investigation and TapRoot RCA within the past year and should have experience in performing incident investigations.  

Root Cause Specialist

Has completed the five-day TapRoot training and has attended incident investigation training.  Is certified as a TapRoot trainer and delivers TapRoot training at least twice per year.  “Drives” the TapRoot tool and ensures the investigation team adheres to the Taproot protocol during the RCA exercise.

Team Member

Has working knowledge of the area of operations where the incident occurred.  Has been trained in incident investigation and TapRoot RCA within the past year (one-day or two-day).  Performs tasks as assigned by the Team Leader.

Note:  One-day training will deliver personnel that, while participating in investigations, will not be serving as Team Leaders or root cause specialists in incident investigations.  

Subject Matter Expert(s)

Depending on the type and complexity of the incident, various Subject Matter Experts (SME’s) may be needed to make their technical expertise available to the investigation.  In some cases, Subject Matter Experts (SME’s) may serve as ad hoc members of the team, but this arrangement should be avoided if possible.  

Secretary

The role of Secretary is not always a standalone role.  The Secretary is charged with keeping investigation team meeting minutes, cataloging all documents, records and recordings that are pertinent to the investigation.

Translator

Translators may be necessary during interviews, document review, and lessons learned sharing.

Senior Management

Senior management plays a very important role in the incident investigation and RCA process, regardless of their participation on the investigation team.  Expectations are to:

· Understand the process

· Assure proper resources are available to the team

· Remove barriers to the investigation

· Demand high quality investigations with SMARTER corrective actions

· Share lessons learned throughout his/her organization 

· Attend the one day incident and Taproot training

· Participate as a team member at least once per year on high potential incidents (if high potential incidents occur in his/her area of responsibility).  When serving on the team, the senior manager should be careful not to become the de facto team leader

If a senior manager meets the requirements of an investigation Team Leader, he/she can act as the Team Leader.  




Appendix C

Incident Reporting and Investigation Guidelines

The following ***** Incident Reporting and Investigation guidelines will be used to communicate the results of investigations of ***** incidents that have a Severity Rank of “2-B” or higher, to appropriate personnel throughout **********.  The template for input of this data is found in Synergi.

The use of appropriate photographs is encouraged.

Keep the Reporting and Investigation to one (1) page and include the information listed below.

· Synergi Case Number

· Date of Incident

· Incident Location

· Country

· Business Function In-Charge

· Incident Categorization

· Actual Severity

· Potential Severity

· Brief Incident Description

· Potential Outcome

· Causes

· Corrective and Preventative Actions

· Lessons Learned

· Key Messages

· Case Contact

Appendix D

Definitions

The following words and terms used in this Standard are defined as below:

	Accident
	An unplanned, undesired sequence of events where there was a transfer of energy that resulted in actual harm to personnel, property, the environment, production and or productivity, or to the Company’s reputation.



	Case
	A work related injury or illness.



	Contractor
	An individual or organization performing work for AHC, ***** following a verbal or written agreement, but not on AHC’s payroll.



	Electronic Database
	The computer-based site that retains ***** data and information, i.e. Synergi.


	Employee
	Any person employed by and on the payroll of AHC, including Corporate and management personnel specifically involved in *****.



	Environment
	Surroundings in which an organization operates, including air, water, land, natural resources, flora, fauna, humans and their interrelations.



	Fatality
	Death resulting from a work related injury or illness, regardless of the time intervening between the incident causing the injury, or exposure, or causing the illness and the death.



	First Aid Case
	A case that is not serious enough to be a Recordable but requires minor treatment. Examples of a First Aid case includes:

· Non-prescription medications

· Tetanus immunizations

· Cleaning, flushing and/or soaking surface wounds

· Wound coverings, butterfly bandages and steri-strips

· Hot and cold therapy

· Non-rigid means of support

· Temporary immobilization devices used to transport injured personnel

· Drilling a fingernail or toenail or draining fluid from a blister

· Eye patch

· Removing foreign bodies from eyes using only irrigation with cotton swabs

· Finger guards

· Massages

· Drinking fluids to relieve heat stress

· Simple splinter removal, other than from the eyes



	Hazard
	A condition that exists with the potential to cause harm to personnel, property/equipment, or the environment.



	Illness
	Any abnormal condition or disorder, other than one resulting from an injury, caused by exposure to environmental factors associated with employment. Illnesses may be caused by inhalation, absorption, ingestion or direct contact with a hazard as well as exposure to physical or psychological hazards. Generally, illnesses result from prolonged or repeated exposures. 

Examples include, but are not limited to noise, induced hearing loss, respiratory diseases such as asbestosis asthma, skin diseases such as dermatitis, upper limb and neck disorders, and mental health.



	Incident
	Any unplanned or undesired event where there has been the transfer of energy which 
may result in harm, damage or loss to personnel, property, the environment, production/ productivity, vehicles or company reputation.



	Incidence Rate
	A representation of injuries, illnesses, days away from work, etc., per 100 full-time workers or per million man hours.



	Injury
	Things such as a cut, fracture, sprain, amputation, etc., that results from a work-related activity or from exposure involving a single incident in the work environment. 

Examples of injuries resulting from a single incident includes but are not limited to, deafness from an explosion, a one-time chemical exposure, a back disorder from a slip/trip, an insect or snake bite.



	Lost Time Injury/Illness
	A work injury case, including a fatality that involves one or more days away from work, excluding the day of the injury/illness.

 Days away from work may or may not be consecutive.



	Lost Workday Case/Days Away from Work
	Any work related case, other than a fatality, that results in a person being unfit for work on any day after the day of the occurrence. 

Days away from work include weekends, holidays, vacation days or any other scheduled days off.



	Major Injury/Illness
	An accident that results in any of the following types of injuries to personnel:

· Fracture other than to fingers or toes

· Amputation

· Dislocation

· Loss of sight, whether temporary or permanent

· Unconsciousness

· One requiring resuscitation

· Acute illness due to exposure, inhalation, ingestion, or absorption of biological agents



	Medical Treatment Case
	Any work related injury beyond First Aid that did not involve a death, days away from work, restricted duty or job transfer, but where the individual remained at work and was not transferred or restricted.

	Near Miss
	An unplanned, undesired sequence of events where there was a transfer of energy, or 
the potential exists for the transfer of energy, but not actual harm or damage occurred.

In either circumstance, however, this could have resulted in personal injury, property damage, and damage/impact to the environment, loss of production or damage to the Company’s reputation.



	New Case
	A work-related injury or illness if 

(1) an employee, contractor or member of the general public has not previously experienced a similar Recordable, or 

(2) an employee, contractor or member of the general public previously experienced a similar Recordable, but fully recovered.



	Recordable Injury/Illness
	Any injury, illness or fatality that is work-related, is a new case and involves days away from work, restricted duty, medical treatment beyond first aid, loss of consciousness, significant injury/illness diagnosed by a physician or other licensed healthcare professional, needle sticks or sharps contaminated with another persons blood that are medically removed under medical surveillance, occupational hearing loss, tuberculosis cases and musculoskeletal disorders.



	Restricted Duty Work Case
	Any work-related injury case other than a fatality or lost workday case that results in one or more days where they person was unfit for full performance in their regular job.



	Significant Injury/Illness
	Work-related cases involving cancer, chronic irreversible disease, a fractured or cracked bone, or a punctured eardrum.



	Spill
	An accidental and unexpected loss of oil, produced water, drilling mud, chemical/other, 
to land or into water.

· Significant Spill – An accidental spill of oil or oil products, 

      (a) greater than 10 bbls outside of a secondary containment designed to hold the contents of one or more primary containers, or 

      (b) greater than 1 bbl into water.



	Vehicle Accident/Incident
	Those accidents/incidents that involve motorized vehicles, owned or rented by AHC, 
that come into contact with another vehicle, person, object or animal and result in death, personnel injury or property damage.

For example, pedestrians struck by a vehicle are classified as vehicle accidents/incidents, while incidents involving a mobile crane would only be classifies as a vehicle accident/incident if the crane was being moved from one location to another.



	Work Place Environment
	The establishment or other locations where one or more individuals are working or are present as a condition of their employment. The work place or environment includes not only physical locations, but the equipment or materials used by the workers during the course of work day.



	Work Related Injury/Illness
	Any work related abnormal condition or disorder, other than one resulting from a work injury, caused by, or primarily caused by exposures at work.

	
	


Appendix E

Incident Severity Rank Determination Matrix Instructions

The ****** Incident Severity Rank Determination Matrix is a tool to standardize and facilitate the classification of ****** incidents.

There are six (6) types of incidents included in this Matrix:

· Injuries to People

· Spills and Releases

· Production / Productivity Losses

· Equipment Damage / Failures

· Social Responsibilities Incidents Impacting Company Reputation

· Vehicle Incidents

The Incident Severity Rank is to be determined for every ****** incident that occurs in *****.  The Severity Rank will then be used to establish the requirements for incident investigation type and team makeup, as per Appendix B.  Note: If an incident involves more than one type, the Actual and Potential Severity Rank must be determined for each one.  The type of incident with the highest Severity Rank will be the one used, pursuant to Appendix B, to determine the investigation process and team composition.  Additionally, use the Severity Ranking Guideline (in back pocket) to assist in determining the Potential Severity Ranking.

Instructions on how to read the matrix: 

· Determine the type(s) of ****** incident(s) that occurred.

· Proceed down that column and determine which criteria are met for that incident type.  Follow that row horizontally to the vertical Severity Column. Note the Severity (1 thru 5).

· Proceed up that column and then horizontally to the right to determine which upper right column meets the impact criteria.  Follow that column down to the incident Rank (A thru E) and note the incident Rank.

An example of how to use the matrix:

Situation: A ********** vehicle, driven, alone, by an employee, was traveling from one field to another, and when rounding the corner of a gravel road, left the road and turned the vehicle over twice.  The employee was wearing his/her seatbelt, but during the rollover, was thrown around enough to break three ribs and had a compound fracture of the left leg.

Solution: There was damage to a Company vehicle as well as an injured employee, so two types of incidents have to be dealt with.  Scrolling down the personnel injury column (far left on the Matrix), the criteria for Major Injury has been met.  From the Major Injury row, proceed right to the Severity column where you will find that the Severity Rank is a “4.”  Now, going across the top of the personnel injury type incident, you will note that only one person was injured, thus, scrolling toward the bottom of the Matrix, you will note that the Ranking is an “A.”  You now have an Actual Severity Rank of 4-A for the “Injuries to People Incident Type.”  The Potential Severity Ranking may also be a “4-A” because there was no one else potentially involved in the injury incident.  However, this type of injury might be classified as having a Potential Severity 

Rank of “5-A”, if based on historical evidence or past personal experiences with the more serious outcomes of similar incidents. 

Move to the Vehicle Crash section of the Matrix and scroll down column to the box entitled “Vehicle Rollover.”  Proceeding to the right, you will note that the Actual Severity is a “4”:  Assuming that there have been no other rollovers in ********** *****, (be sure to query Synergi for other vehicle rollovers) the Actual Rank is a “B”.  Therefore, the Actual Severity Rank is a “4-B.”
The Potential Severity Rank may also be a “4-B.”  However, it could be a higher Severity Rank if based on historical evidence or past personal experiences with the more serious outcomes of similar incidents.

The higher of the Potential Severity Ranks determines the type of incident investigation to perform and the investigation team composition. (Appendix B)
********** Corporation
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