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1 PURPOSE

To ensure that all incidents are reported and investigated. (Refer to section 6 for a definition of an incident). 
2 SCOPE

This procedure applies whenever an incident is experienced.  
3 RESPONSIBILITIES

3.1 Manager Network Systems and Planning is responsible for:

(a) Reporting the occurrence of incidents and progress on the conduct of the investigations through the Business Performance Report

(b) Maintaining a register of incidents.
3.2 Functional Manager (refer definitions) is responsible for:

(a) Reporting the incident 

(b) Conducting the incident investigation
(c) Identifying appropriate corrective actions 

(d) Implementing appropriate corrective action.
3.3 Incident Manager (refer definitions) is responsible for:

(a) Arrange for an incident report to be completed within 24 hrs of an incident occurring. 

(b) Recommending whether an investigation is required. 

(c) Conduct investigations, as required or requested. 
3.4 All employees are responsible for reporting incidents in line with this procedure.
4  METHOD
Note that this procedure relates to reporting and investigation requirements only. For requirements relating to incident and emergency response refer to the Emergency Management Plan.

4.1 Reporting the Incident

Whenever an incident occurs, the employee who observes the incident must contact either their immediate supervisor or the Functional Manager (Duty Manager if out of hours), and advise of the incident as soon as practicable. 
If an incident occurs, an initial report must be made to either a supervisor or manager:

a) Immediately in the case of a Notifiable Incident, or

b) By the end of the shift for other incidents.

Minor incidents occurring after hours may be reported at the commencement of the next shift. 
If a supervisor is notified, the supervisor is then to notify the Functional Manager, or the Duty Manager if out of hours. For Notifiable Incidents the manager must notify the relevant authority within the required statutory timeframes.
The Functional Manager will report all incidents to the Executive Manager Customer and Employee Experience and Operational Management Centre as soon as practicable to enable appropriate response to community concerns. 

The Functional Manager (or Duty Manager) will either assume the role of Incident Manager, or will appoint a suitably qualified person to the role.
The Incident Manager must arrange for an incident report to be completed via Tech 1 incident register and provide details to the Functional Manager within 24 hours of the notification of an incident. The Incident Manager will also provide a recommendation as to whether or not an investigation is warranted and identify if the incident is notifiable to Worksafe and whether the incident site is to be preserved until Worksafe allow works to continue
4.2 Investigating the Incident
All incidents that have resulted in an injury or had potential for harm are to be investigated within one week of the incident being reported and a copy of the report is to be filed in the incident register. 
The Functional Manager will arrange for an investigation to be carried out. The depth to which the investigation is conducted shall be relative to the risk of the incident. An investigation must be completed whenever a Notifiable Incident occurs. 
The report is to be directed to the relevant Executive Manager, with details of the root causes of the incident, corrective and preventative actions proposed to be taken and the timeframe for their completion. 
5 DOCUMENTATION
5.1 References
a) Incident-Accident Reporting and Investigation – CMS 357
b) Incident Investigation Report form – CMS/448
c) Health & Safety incident reporting work instruction – CMS /3030

d) Worksafe incident Notification form and instructions  - CMS/406

6 DEFINITIONS

Definitions specific to this procedure are:

Employee - Includes an independent contractor that is involved in an incident at one of GWMWater’s sites

Functional Manager – Divisional Manager with the main responsibility for the particular workplace or functional area in which the incident occurs
Incident - Is any unplanned, unexpected, uncontrolled or undesirable event which results in injury/illness, property damage, environmental impacts or a near miss.

Incident Manager – a staff member trained in root cause analysis who is to complete the incident report form.  

Near Miss - Events that have the clear potential to cause injury/illness, property damage or environmental impacts, even though none occurred on this occasion.

Notifiable Incident – any incident where notification to a statutory authority, or other agency, is required by applicable legislation. (e.g. notification of trench collapses to WorkSafe).
The reader is directed to the corporation’s Standard Definitions.
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