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	Incident Investigation & Reporting Policy


Incident investigations are an integral part of any Health & Safety program.  Often they may be a reaction to a situation that has occurred, however, they also provide an opportunity to be proactive in ensuring that the situation does not repeat itself.  

Incident investigations are not conducted to fix blame; they are conducted to find facts to help prevent a recurrence.
	Purpose


	To ensure that incident investigation reports are completed in a timely manner for all property damage, near misses, medical aid and lost time incidents and that follow up on corrective actions is done.


	Definitions


	Incident –         Any undesired, unwanted or unplanned event that could or does result in a loss.  Includes: occupational injury, occupational illness, property damage, fire, explosion, exposure, quality or production loss, security, environmental events and near misses.

Lost Time – 
an incident which results in the worker requiring outside medical treatment from a health care provider and missing shifts from work due to the Injury sustained
   

Medical Aid -
an incident which results in the employee seeking outside medical treatment from a health care provider (i.e. physician, physiotherapist, chiropractor, etc.)

First Aid -
an incident which has resulted in a minor injury that has been treated by 


in-house first aid

Near Miss – 
an unplanned event that did not result in injury, illness or damage but had the potential to do so.

Dangerous Occurrence – an injury or incident that meets any of the following criteria:

· Places life in jeopardy

· Requires hospitalization for a period of 72 hours or more
· Structural failure or collapse of scaffold, concrete formwork, excavated shaft or tunnel…
· Or any other incident that falls under Section 8 & 9 of the OH&S Regulations
… Must be thoroughly investigated and be reported to the Division of OH&S, AEEL


	Responsibilities
	1. All employees are to report all incidents to their immediate supervisor on the same day as the incident.
2. Within 24 hours following the incident the supervisor, employee and if possible, a Safety Representative will complete an incident investigation together.
3. The supervisor and employee are to determine the causes, recommend corrective action(s) and report to the Manager.
4. The Manager is to review all incident investigations and ensure that the corrective action(s) are implemented.
5. Copies of all incident investigations are to be provided to the Joint Health & Safety Committee.
6. The Joint Health & Safety Committee is to review all reports and if necessary provide recommendations to management.

	The information in this policy does not take precedence over applicable government regulations, with which all employees should be familiar.
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