
INCIDENT INVESTIGATION PROCEDURE

Responsibilities

Management
· Participate in an investigation of an incident if the severity or potential severity requires action appropriate to the manager’s authority. 
· Investigate an incident reported by a supervisor or worker, if the severity or potential severity requires action appropriate to the manager's level of authority.
· Notify the OHS Division of Service NL of any incident required to be reported in accordance with the OHS Act and Regulations or any other applicable legislation. 
· Attend investigations requiring immediate notification to the OHS Division of Service NL.
· Provide copies of investigation reports to the OHS Division of Service NL, where required. 
· Review and sign off on all incident investigation reports.
· Review and approve and implement controls measures to prevent reoccurrence.
· Distribute the investigation report to appropriate levels of management and the OHS Committee/WHS Designate/WHS Representative.
· Monitor and evaluate the effectiveness of controls 

Supervisor 
· Advise new and returning workers of the requirement to report all incidents. 
· Complete the initial incident report.
· Investigate incidents, appropriate to their level of training and authority in a manner that is timely and appropriate to the circumstances and severity of the incident. 
· Review and sign off on all incident investigation reports.
· Monitor and evaluate the effectiveness of controls. 
· Communicate investigation findings and corrections to workers.

Worker 
· Report all incidents to the supervisor.
· Participate in the investigation process, as appropriate.
· Provide any information that may assist in the investigation process.

OHS Committee /WHS Designate/WHS Representative
· Ensure incident investigation procedures are followed.
· Ensure root causes are identified.
· Ensure recommendations for controls are appropriate.
· Recommend additional controls, if appropriate.
· Monitor implementation timelines.
· Monitor and evaluate corrective actions.
· Ensure communication procedures are followed.
· Monitor for trends.
· Participate in the investigation process as appropriate or were required by the OHS Division of Service NL.

Procedure
Once an incident has occurred, an effective investigation can identify the factors that caused or contributed to the incident and provide opportunity for appropriate control measures to be implemented, to help prevent future incidents.  An investigation is a systematic process conducted to prevent recurrence, not to find fault or place blame.

Once an incident is reported, immediate steps must be taken to respond to the scene, in accordance with the company's emergency response procedures. Appropriate management personnel will notify the respective authorities, as required (i.e., OHS Division or Service NL, local police authority, utility etc.). The immediate supervisor and other trained and authorized personnel will be responsible for securing the scene, in accordance with s.55 of the OHS Act.

The direct supervisor will be responsible for completing the initial incident report. The Incident Report Form includes information required by regulations. The immediate supervisor of the employee involved or other authorized management personnel, will organize and lead the investigation. The investigation will be conducted by those knowledgeable about the type of work involved and, if reasonably available, with the participation of a member of the OHS Committee/WHS Designate/WHS Representative. 

The investigation team will include those appropriate to the severity or potential severity and type of incident. The team may include people not under the scope of this policy (for example a prime contractor representative if the incident occurred on a worksite). 

The incident site must be visited. Photographs, sketches, witness statements and other evidence collection should be undertaken promptly. Note: Incidents requiring immediate notification to the OHS Division of Service NL, will require communication with an officer regarding site access and preservation of evidence. 

Witnesses and other persons who have details regarding the incident must be interviewed. Interviews require a fair and open mind and are not meant to place blame. 

The investigation team will analyze all evidence and information gathered, evaluating for immediate/ direct causes, underlying/root causes, and any contributing factors to the incident. A list of substandard acts/conditions and personal/job factors can be found at the end of the investigation form to assist with the review. 

The investigation team will develop recommendations for the control of all factors. The findings of the investigation as well as recommendations for corrective actions will be recorded on the Incident Investigation Report Form.   The form must be signed by the investigation team lead. A copy of the investigation report will be distributed by the investigation team to senior management for review and approval/implementation of corrective actions. Management will forward a copy of the completed investigation form to the OHS Committee/WHS Designate/WHS Representative for review.  Any information that could lead to the identification of the involved parties or other personal or confidential information shall be removed from the report prior to distribution to the committee or other groups. 

The OHS Committee/WHS Designate/WHS Representative will review the reports for completeness and determine if additional investigation or distribution is required. Note: All investigations that require notification to the OHS Division of Service NL will be forwarded after review by the OHS Committee/WHS Designate/WHS Representative and approved by company management or as directed by the OHS Division of ServiceNL.

Training
All managers, supervisors and OHS Committee/WHS Designate/WHS Representative members must be familiar with this procedure and associated forms. All personnel in a position to lead an investigation team will receive additional training in the investigation process.  

The requirement to report and investigate incidents will be covered during new employee orientation.

Records
Copies of the signed incident investigation reports and supplementary information will be maintained by management in a secure area. 

Review
This procedure should be reviewed at least annually, or when revision is required.  The OHS Committee/WHS Designate/WHS Representative should be involved in this review. 

Incident investigation historical records should be reviewed at least annually by the OHS Committee/WHS Designate/WHS Representative to: 

· Confirm that action required was implemented.
· Determine if the action was effective in prevention of recurrence.
· Identify trends; and
· Determine areas for improvement.  
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