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	Parent Procedure(s): 
	CMS/102 Incident Reporting and Investigation Procedure


1. Purpose

GWMWater is committed to reducing and controlling employee injury resulting from incidents, accidents and aspires to achieve Zero harm. It is stated in company policy that work related incidents and accidents are reported and investigated. In particular instances a thorough investigation of the incident is performed. The investigation helps determine the factors that contributed to the incident.

Implementation of appropriate controls to rectify unsafe conditions and work practices prevents similar incidents occurring.

2. Scope

Whenever an incident, accident or near miss is experienced, whether it is an injury to a person, damage to property, an environmental impact or a potential for a combination of these, all will require an incident to be reported.
3. Objective

To ensure that all incidents, accidents and near misses are reported and investigated and that appropriate corrective action is taken to minimise the recurrence of such events.  This is a requirement of the Occupational Health and Safety Act 2004.

4. Responsibilities

4.1. Board and Managing Director
The Board and Managing Director is responsible for:

a) reviewing serious incidents at executive and board meetings

b) reviewing monthly summaries of all new incidents

4.2. Executive Manager

The Executive Manager is responsible for:

a) immediately reporting to the Managing Director on becoming aware that a notifiable incident has occurred.

b) participating in an incident/accident investigation as required.

4.3. Divisional Manager

The Divisional Manager is responsible for:

a) ensuring all employees are aware and familiar with the Incident Reporting and Investigation procedure.

b) reviewing all incidents that occur within the managers area of responsibility. Includes reviewing the appropriateness and effectiveness of proposed outcomes, contributing factors and corrective actions.

c) immediately reporting to the Executive Manager  by telephone if an incident involves lost time or is notifiable.

d) ensuring the employee incident report is fully completed and registered in the Tech 1 incident register within 24 hours of the incident being reported.

e) immediately notifying WorkSafe of a notifiable incident and following up with a written report within 48 hours of this call.

f) ensuring that an incident/accident investigation is completed as required and a report is registered in the Tech 1 incident register within 48 hours of the incident being reported

4.4. RTW Coordinator 

The Return to Work Coordinator is responsible for:

a) notifying the employee in writing that the Corporate Office has received an Incident/Accident report of injury/illness.

4.5. OH&S Officer

The OH&S Officer is responsible for:

a) providing assistance with the completion of an Incident/Accident report

b) participating in an incident/accident investigation as required.

c) co-ordinating the completion of a monthly summary of all new OH&S related incidents for senior managers and board members

4.6. Works Supervisor

The Works Supervisor is responsible for:

a) immediately reporting to the Divisional Manager by telephone if an incident involves lost time or is notifiable.

b) ensuring the employee incident report is registered in the Tech 1 incident register within 24 hours of the incident being reported.

c) participating in an incident/accident investigation as required

4.7. Employees/Health and Safety Representatives

Employees and HSR’s are responsible for:

a) immediately reporting to their Works Supervisor or Divisional Manager that an incident has occurred.

b) completing an incident/accident report within 24 hours of the incident occurring.

c) participating in an incident/accident investigation as required
5. Procedure

5.1. Incidents

An incident is any unplanned event where:

a) a person is injured or suffers an illness

b) property is damaged

c) there are environmental impacts

d) there was potential for the above to occur (near miss/near hit)

5.1.1. Incident/Accident Reporting

All employee incidents/accidents, regardless of severity, must be reported to the relevant Divisional Manager or Works Supervisor as soon as possible and recorded the Incident/Accident Report in the tech 1 incident register. 

Where this is not possible a delegate (work colleague, friend or relative) may complete the details, however this person must not be the person immediate supervisor or manager.

The incident/accident report includes details of the:

a) Who, When, What, Where How

b) Type of incident (Near Miss, Injury/Illness, Property Damage, Environmental)

c) Any short term preventative measures put in place and any proposed/recommended corrective actions

The Divisional Manager and/or Works Supervisor review and finalise the incident report in consultation with the injured employee.

5.2. Serious Incidents (OH&S)

The Divisional Manager must report all serious incidents and dangerous occurrences to their Executive Manager immediately who will then report through to the Managing Director as soon as possible.

The Divisional Manager must advise Worksafe immediately of any serious incident by telephone and other relevant Regulators as required, such as EPA, Energysafe Victoria  can be notified:

a) of the serious accident in the prescribed format

b) within the required timeframes.

5.2.1. What is a Serious Incident?

Victorian Occupational Health and Safety (OHS) Legislation (OH&S Act 2004 – section 38) requires verbal and written notification to WorkSafe of incidents resulting in injury to employees, consultants and contractors, if the accident is deemed to be of a serious nature.

Serious incidents that require notification are:

a) death of a person

b) medical treatment required within 48 hours of being exposed to a substance

c) a person requiring immediate treatment as an in-patient in a hospital

d) a person requiring immediate medical treatment for;

i. the amputation of any part of his or her body

ii. a serious head injury

iii. a serious eye injury

iv. the separation of his or her skin from an underlying tissue (such as de-gloving or scalping);

v. electric shock

vi. a spinal injury

vii. the loss of a bodily function

viii. serious lacerations

5.2.2. What is a Dangerous Occurrence?

Notification of Dangerous Occurrences is also required for employees, consultants and contractors under OHS Legislation. 

A Dangerous Occurrence is an incident that exposes a person in the immediate vicinity to an immediate risk to the person's health or safety through

a) the collapse, overturning, failure or malfunction of, or damage to, any plant that the regulations prescribe must not be used unless the plant is licensed or registered

b) the collapse or failure of an excavation or of any shoring supporting an excavation

c) the collapse or partial collapse of all or part of a building or structure

d) an implosion, explosion or fire

e) the escape, spillage or leakage of any substance including dangerous goods (within the meaning of the Dangerous Goods Act 1985)

f) the fall or release from a height of any plant, substance or object

5.2.3. WorkSafe Notification

The Divisional Manager must report all incident details, upon becoming aware that an incident has occurred at a workplace under the management and control of the Corporation, immediately to WorkSafe by phone. 

The Divisional Manager and or Executive Manager must complete an Incident Notification Form in consultation with the employee reporting the incident and forward a copy of the Incident Notification Form to WorkSafe within 48 hours of notifying WorkSafe by phone. Refer to WorkSafe Incident Notification Form (CMS/406).

A copy of the Incident Notification Form must be kept in the document storage system for five years and a copy must be available for inspection as stipulated in section 38(4) of the OH&S Act 2004.

5.2.4. Do not disturb the site

Unless otherwise directed by the WorkSafe Field Officer at the time of notification the scene of a fatality must not be disturbed before a WorkSafe Field Officer arrives. However, the site may be disturbed to:
a) help someone who is injured

b) protect someone’s health and safety

c) take any essential action to make the site safe or prevent a further accident

5.2.5. WorkSafe Contact Details

a) For Serious Incident Notification call 132 360 (24 hours a day, 7 days a week)

b) WorkSafe Advisory Service 1800 136 089

c) WorkSafe website – www.worksafe.vic.gov.au

5.3. Death or Serious Injury – next of Kin contacts

In the case of death or serious injury to an employee, contacting the next of kin must be a priority.

The Divisional Manager and or Executive Manager will consult with the Manager People and Culture, who will then immediately contact the Managing Director, before determining  who is the most appropriate person to contact the next of kin.

The People and Culture division will maintain the next of kin contact details.

5.4. Incident (Injury) Reporting Process

Refer to the Incident (Injury) flowchart (CMS/3030) for guidelines on the injury/illness reporting process.

5.5. Investigating Incidents

It is desirable to investigate all incidents and accidents no matter how minor. However, the Divisional Manager must investigate an incident within 24 hours if the incident has caused:

a) or could have a caused a serious injury

b) an employee to be absent from work (Lost Time Injury)

c) an employee to seek medical treatment

In the case of a significant or serious injury, the OH&S Officer can be requested to assist the Divisional Manager to conduct and document a comprehensive investigation report.

Incidents and accidents that had the potential to cause injury or property loss, known as ‘near misses’, should also be investigated, for example a load falling from a forklift just missing an employee.

Incidents and accidents are investigated to prevent costly future accidents. By predicting deficiencies, malfunctions and unsound practices, a good incident and accident investigation has the ability to:

a) save the Corporation from potential future loss

b) protect our employees from injury.

5.5.1. Conducting the Investigation

When conducting the investigation, the Divisional Manager must:

a) seek the assistance of the injured employee, an Health and Safety Representative and if possible any witnesses

b) identify contributing factors that are related, such as:

i. plant and equipment, for example a power drill

ii. environment, for example confined space or slippery floor

iii. behaviour, for example employee failure to follow standard procedure

iv. process or procedure, for example inadequacy of procedure

c) use the Incident/Accident Investigation Report (CMS/448) as a guide.

The Divisional Manager must ask open questions to ensure information about the incident or accident is clear. The Divisional Manager must take detailed statements from the injured employee and all witnesses of the incident. Examples of questions to ask include:

a) where did the incident happen?

b) could you describe what happened?

c) who was involved?

d) what equipment was involved?

e) what events led to the incident occurring?

f) what could be done to prevent a reoccurrence of this incident?

5.5.2. Incident Investigation Report

The Incident Investigation Report provides guidelines for conducting an investigation. The report details the investigation of the incident or accident and the actions planned to prevent the incident from reoccurring.

If possible photos should be taken of the incident/accident site.

Refer to the Incident Investigation Report form.

5.6. Corrective Actions

The Incident/Accident Report includes a corrective action plan section. One section for immediate action taken and the other for proposed/recommended preventative actions. For more information on deciding preventative action, refer to the Hazard Management procedure (CMS/301). In particular remember to use the hierarchy of control when determining suitable control measures.

When completing the corrective action plan section, the Divisional Manager must:

a) Identify the hazard, the cause of the incident

b) Document and approve the controls required to reduce the risks of future injury

c) Document the people responsible for the action and the expected completion date.

Incidents recorded must be highlighted and discussed at the next relevant OH&S Committee Meeting. Actions that cannot be resolved at a regional level must be directed to the Executive Manager.
5.7. Filing and Forwarding Reports

The Incident/Accident Report is completed and copies are submitted into the Tech 1 incident register and is kept in the document storage system at the Corporate Office for seven years. 

5.8. Register of Injuries

Incident/Accident Reports involving injury or illness must be entered in the Incident/Accident register as this provides the required Register of Injuries.

Upon entering the incident in the register of injuries a letter must be completed by the RTW coordinator and sent to the injured employee notifying them that an incident/accident report has been received. 

The Corporation must keep the Register of Injuries for seven years.

5.9. Making a WorkCover Claim

Employees that suffer from an injury or illness that is work related are entitled to make WorkCover claim for compensation. For further details on this process refer to the Making a WorkCover Claim procedure (CMS/2984).

6. References

a) Occupational Health and Safety Act 2004

b) Workplace Injury and Rehabilitation and Compensation Act 2013
7. Related Documents

a) Occupational Health and Safety and Injury Management Policy (CMS/314)

b) Occupational Rehabilitation and Risk Policy (CMS/1658)

c) Health and Safety Incident Reporting work instruction (CMS/3030) 

d) Incident Investigation Report form (CMS/448)

e) WorkCover Claims Procedure (CMS/2984)

f) Worksafe Incident Notification form (CMS/406)

g) Hazard Management Procedure (CMS/301)
8. Definitions

Listed Alphabetically

	Employee
	Includes independent contractor or visitor that is involved in an incident at one of GWMWaters sites



	Incident
	Is any unplanned, unexpected, uncontrolled or undesirable event which results in injury/illness, property damage, environmental impacts and a near miss. Incidents may also be referred to as accidents, dangerous occurrences or hazardous incidents.



	Near Miss (Near Hit)
	Events that have the potential to cause injury/illness, property damage and environmental impacts



	Notifiable Incident
	An incident or dangerous occurrence that is defined in the OH&S Act 2004 (Part 5), which states a Notifiable incident must be notified to WorkSafe within a specified timeframe.
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