





   

	INCIDENT/accident reporting and investigation


Purpose

This procedure describes the incident/accident reporting and investigation requirements of XXXXXXXX.  The procedure specifies who does the reporting, recording and investige XXXXXXXX ation of incidents and accidents, and prescribes the documentation forms that must be completed. Employees are required to report ALL incidents and injuries no matter how insignificant they are so action can be taken to prevent a recurrence.  This is to facilitate XXXXXXXX’s goal of zero injuries and incidents.
Scope

This incident/accident reporting and investigation procedure applies to any incident/accident occurring where XXXXXXXX-XXXXXXXX is conducting business or involves XXXXXXXX-XXXXXXXX personnel or contractors under XXXXXXXX Management.
The procedure is separated into three (3) sections:

1. Reporting, Recording and Notification Procedure 

2. Incident Investigation Objectives and Procedures 

3. Incident Records and Statistics

Definitions

Accident  is an event, or a series of events, at a work place causing injury to a person. 

First Aid Case (FAC) means any one-time treatment and subsequent observation of minor scratches, cuts, burns, splinters which do not ordinarily require medical care.  Such treatment and observation are considered first aid even though provided by a physician or registered professional personnel.

High Potential Incident – at a coal mine is an event, or a series of events, that causes or has the potential to cause a significant adverse effect on the safety and health of a person . 
Incident means any unplanned event that downgrades the business operation.  The definition includes those incidents defined as near Mine Manager or delegates, high potential incidents, accidents and serious accidents

Lost Time Injury (LTI) means an injured employee is absent from work for one complete day or shift following the day of the accident. 

Lost Time Injury Frequency (LTIF) means the number of lost time injuries per million exposure hours worked during the period.

Medical Treatment Case (MTC) means any work injury that involves neither lost-time injury nor restricted work case but which requires treatment by, or under the specific order of a physician.

Total Recordable Cases (TRC) means the sum of fatalities, permanent total disabilities, lost time injuries, restricted work cases and medical treatment cases.

Recordable Work Injury means any work injury that results in:

· fatality

· lost time injuries

· restricted work case

· medical treatment case

Total Recordable Case Frequency Rate (TRCFR) means the number of total recordable cases per million exposure hours worked during the period.

Restricted Work Case (RWC) means any work injury that results in the requirement for the allocation of alternative work as the person can not perform their normal job.  Alternative work can only be allocated by an accredited rehabilitation coordinator.
Serious accident at a workplace is an accident at a workplace that causes -
(a) the death of a person; or

(b) a person to be admitted to a hospital as an in-patient for treatment for the injury.

Stay Safe  XXXXXXXX incident /accident reporting system. This forms part of the XXXXXXXX Safety Management System. 
References
AS 1885 Describing and reporting occupational injuries and disease

AS/NZS 4804 Health and Safety Management Systems – General guidelines

XXXXXXXX Coal Mines Regulation Act 1982

XXXXXXXX Coal Mines General Regulation Act 1999

XXXXXXXX Coal Mines Opencut Regulation 1999

XXXXXXXX Occupational Health and Safety Act 2000
XXXXXXXX Occupational Health and Safety Regulations 2001
XXXXXXXX Occupational Health and Safety Consultation – Code of Practice 2001

XXXXXXXX Stay Safe Reporting Forms 

Section 1 - Reporting, Recording and Notification Procedure
All incidents and accidents which result in damage to equipment / plant or injury to a person shall be reported, recorded and notified (if applicable) in accordance with the diagram shown at Figure 1.

1.1
Injury Report
An Injury Report shall be raised by the Supervisor or attending first aider using report form XXX - 011
The report shall be electronically forwarded to the injured person’s supervisor for processing in accordance with this procedure. 

FIGURE 1 – REPORTING, RECORDING & NOTIFICATION PROCEDURE




















1.3
Incident Report
On becoming aware of an incident not involving personal injury the responsible employee involved, and /or the supervisor, shall raise the Incident Report   (XXX- 061) using the following recovery and actions to secure the incident scene in accordance with responsibilities specified in Section 2 of this procedure.

1.4
Responsibilities

1.4.1 Employee 

· take action to make the scene safe

· notify their immediate supervisor. Notification should be relevant to the seriousness of the situation / damage

· do not disturb or remove items from the scene until advised by the supervisor

· assist in the reporting procedure and investigation process 

1.4.2
Supervisor

On becoming aware of an incident / accident occurrence in their area of responsibility, the responsible supervisor shall:

· ensure the scene of a serious accident or high potential incident is not interfered with;

· notify the Project Manager where injury and / or property damage is involved;

· notify the Senior Mine official on site during out-of-hours and weekend  shifts;

· collect the necessary evidence to assist the incident investigation;

· raise the Incident Report (XXX-061) when there is no injury involved; and

· carry out the Level 1 investigation, determine the causal factors involved in the incident/accident and  complete the supervisors section of the Incident  or  Injury Report as prescribed in Section 2 of this procedure.

NOTES:  

1.
Ensure all relevant details about the incident / accident have been recorded and, if possible, photographed.  Ensure that sufficient measurements have been taken to allow the development of an accurate plan of the site; and a list of witnesses to the Mine Manager or delegates. 
2.
The investigation into an incident /accident in or around the surface excavation must involve the OCE responsible for the excavation and on duty when the incident occurred when practical.

3.
For incidents that are classed as high potential incidents, approval to move equipment/plant must be obtained from an inspector.  If uncertain seek clarification from the Manager / OCE and XXXXXXXX – OHS Manager.
1.4.3
State OHS&E Manager
Following advice of an incident /accident involving injury or property damage, the State OHS&E Manager shall:

· carry out any specific instructions received from the State Manager;

· provide Mine Manager or delegate initial resources and assistance to the responsible supervisor as required; 

· provide advice / resources on the collection of incident / accident scene evidence, preserving the scene for an inspector;

· review all incident / accident reports and provide advice to line management on the standard of each report and whether additional information is required.

1.4.4
Project Manager on Site - Out of Hours
Following advice of an incident involving injury or property damage, the Senior Mine Supervisor on site during out-of-hours shall:

· ascertain the extent of the injuries and/or damage and notify the State Manager  relevant Project Manager and the State OHS&E Manager
· carry out any specific instructions received; and ;
· provide Mine Manager or delegate initial resources and assistance as required by the responsible supervisor.

1.4.5 Project Manager

Following advice of any incident /accident involving injury or property damage the Project Manager shall:

· initiate any action or give any instructions appropriate for the class of incident;

· Notify the OCE of circumstances involved with the incident /accident and carry out any instructions received;

· liaise with the OHS&E Manager to ensure:
· XXXXXXXX-XXXXXXXX compliance with the legislative prescription for notifying serious accidents and high potential incidents; and
· ensure incident scene of serious accident is not interfered with until Inspector gives approval. 
·  notify an Inspector and an Industry Safety and Health Representative of the occurrence of a serious accident or high potential incident by phone and confirm by fax;
· ensure Site Safety And Health Representatives and relevant members are advised; and
· ensure all requirements of this Section and Section 2 are complied with.

1.4.6
Mine Manager or delegate
Following advice of an incident /accident involving injury or property damage, the Mine Manager shall:

· provide Mine Manager or delegate initial resources and assistance to the responsible supervisor /manager  as required;

· ensure the notification of an Inspector and an Industry Safety and Health Representative Site Safety & Health Representative of the occurrence of a serious accident or high potential incident has been completed.

· Review accident /incident information upgrade level of investigation process if required

· nominate team leader and  composition of investigation team and term of reference and additional resources

· conduct a review of all incident / accident reports 

· address the non action of any incident /accident action plan that has not been addressed 
Section 2 - Incident Investigation Objectives and Procedures

2.1 Objectives

The objectives of the incident investigation are in three sections as follows.

a. Collection of facts surrounding the incident and determination of the:

· results of the incident;

· the incident / contact (accident); and 

· the immediate cause.

b. Analysis of data commensurate with the level of investigation to determine:

· the basic contributory causes; and

· any lack of management control.

c. Evaluation of the cause and initial factors in the incident and determination of the necessary actions to prevent recurrence.

The expected outcomes of XXXXXXXX-XXXXXXXX incident /accident investigations are that factual information is well documented to:

· meet legal requirements;

· identify what caused the particular incident and therefore assist in forecasting other incidents of a similar nature;

· establish common causes or trends that may help identify risk in other areas;

· facilitate communication of the details of a particular hazard or risk to all coal mine workers;

· to evaluate the effectiveness of current control measures; and

· assist in the identification of additional control measures.

d.
Tools used in the investigation may include:

-
Reports

-
Witness Statements

-
Video footage

-
Photographs

-
Site surveys

2.2
Investigation Procedures
The incident investigation process is recorded using two separate formats on the XXXXXXXX-XXXXXXXX Stay Safe System as follows:

a.
Incident Report, and

b.
Injury Report.

Following any of the levels of investigation described below the responsible person shall input the required data and forward the electronic report to the next level of management.  The Mine Manager or delegate and Project Manager may require that a hard copy file be raised for the investigation reporting in addition to the electronic format.

The OCE on shift at the time of the incident /accident if it occurred in the mining area is to be involved in the investigation if possible. If this OCE is not available another OCE is to be involved or as nominated by the Mine Manager or delegate.

A site safety and health representative member shall be involved in high potential incidents / serious accidents investigations. 

2.3.
Accident Investigation - Level 1
The responsible supervisor on receipt of the original advice of an Injury Report or having raised an Incident Report shall carry out an investigation and evaluation of facts and enter the findings, action taken and any further recommendations on the report.  This level of investigation shall be carried out regardless of the extent of any Level 2 or 3 investigation, or external investigation by an inspector or police officer.  The Level 1 report will provide the supervisor with factual information for the higher-level investigation.

The report shall be forwarded to the responsible Senior Supervisor within the same shift on which the occurrence happened.

The report shall be actioned by the  Mine Manager or delegated through the following appointments:

a. Senior Supervisor responsible for the area or activity;

b. Project Manger;

c. OHS&E Manager
d. Mine Manager or delegate
Each person shall satisfy themselves of the adequacy and completeness of the investigation and remedial actions and pass the report on to the next appointment.  Where a report is returned to a lower appointment for further clarification or instruction for additional action, the report shall again be delegated through the reporting chain.

2.4
Accident Investigation - Level 2
The Project Manager shall ensure the investigation in Section 2.3 above is adequate and shall ensure remedial action has been completed or programmed before forwarding the completed report to the OHS&E and Mine Manager or delegate.
Upon initial notification that an incident has occurred, the Project Manager may order further investigation and report.  This process must be used where any incident report is to be forwarded to an inspector.  The Project Manager shall nominate an investigation team comprising of at least two members competent in incident investigation process.  The Level 1 Incident / Injury Report shall be available to the investigation team.
An investigation shall consist of at least the responsible supervisor, the State OHS&E Manager, the person involved (if practicable) a Site Safety & Health Representative, Mine Manager or delegates and other persons as required who may have special expertise in the area under investigation.  The Project Manager shall nominate a person to lead the investigation and provide the required resources.
The Project Manager shall provide initial information on Day 1 to the State OHS&E Manager so an “incident notice” and tool box talk can be circulated to the employees to raise safety awareness. Depending on the severity of the incident, additional incident updates can be issued until the final report is completed. 

The person in charge of the investigation will give the Project Manager a comprehensive written report of the findings complete with recommendations for prevention within 5 days.  The Project Manager shall review the report and action plans shall be issued to the relevant persons and present the findings to the Mine Manager or delegate within 6 days.  Action plans shall be issued via the Project Manager to the relevant persons.

 The finalised report shall be forwarded to the State OHS&E Manager for document storage.

2.5
Incident Investigation - Level 3

Where the Mine Manager or delegate considers the action warranted they may, upon initial notification of an accident / incident, nominate a chairman and committee to investigate and report on the circumstances of the incident.  The composition of the committee and the terms of reference shall be the province of the Mine Manager or Delegate.
The Mine Manager or Delegate shall make available the necessary resources for the conduction of the investigation.

The committee chairman shall provide initial information on Day 1 to the Health & Safety Department so an “incident notice” can be circulated to the employees to raise safety awareness. Depending on the severity of the incident additional incident updates can be issued until the final report is completed. 

The committee chairman shall present the completed report to the Mine Manager or Delegate within seven days, in exceptional circumstances the Mine Manager or Delegate may extend the report due date.

On receipt of a formal investigation report the Mine Manager or Delegate may direct further action. Action plans shall be issued via the relevant persons. 

The final report shall be forwarded to the Health and Safety Department for document storage.

Section 3 – Incident Records and Statistics

3.1
Records

The State OHS&E Manager shall ensure the following incident data is collected and maintained:

· First Aid Cases

· Medical Treatment Cases

· Lost Time Injuries

· Restricted Work Cases

· Total Recordable Cases

The data shall be used to compile periodic statistical reports and reports upon request by Project Managers.  The following statistical reports shall be readily available:

· Department Incident Experience

· Lost-Time Injury Frequency Rate

· Total Recordable Case Frequency Rate

· Average Time Lost Rate


Evidence comprises of:
· Reports
· Photos

· Video footage

· Site surveys

3.2
Health and Safety Statistical Monthly Report
The State OHS&E Manager shall ensure a Health and Safety Statistical Report is completed and supplied by XXXXXXXX-XXXXXXXX due date each month.  

4.0 Training

The Project Manger  shall determine the number of personnel to  be trained in Accident Investigation and reporting

All coal mine workers to receive training in incident /accident reporting at 
induction.
5.0
Responsibility

Project Managers are allocated overall responsibility for the 
implementation of this procedure.

6.0
Audit Records

Incident Reports accurate and finalised


Injury Reports accurate and finalised


Health and Safety Statistical Monthly Report


Training records 


Review training program 

Document Owner

The State OHS&E Manager is assigned ownership to ensure the procedure is maintained and updated.
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