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1.
Requirements

This procedure is required in order to comply with EnviroWales ltd and Jamestown Industries Ltd E&HS Management Systems and BS OHSAS 18001:2007 (4.5.3.1).

2.
Scope







This document details the requirement for accident or incident reporting and investigation within EnviroWales Ltd and Jamestown Industries Ltd.   “Accident” for the purposes of this procedure relates to any injury whether RIDDOR reportable or not to an employee, subcontractor, visitor or member of the public. This procedure is also to be applied to the investigation of incidents which may not necessarily result in an injury but are of sufficient importance that the business desires a suitable analysis of it.
3.
Responsibilities 





	Senior Management 
	· Will ensure this procedure is followed within their respective businesses
· Will ensure there is sufficient resource available to follow this procedure

· Will periodically review accidents and their investigations in line with good practice.

	Line Management
	· Will follow this procedure for all accidents, incidents & near misses 

· Will undertake all initial investigations in line with this procedure

	Employees
	· Will co-operate with any and all investigations

· Will notify their line manager immediately or as soon as possible after sustaining an injury.

	EHS Team
	· Will facilitate investigation of all accidents as part of the investigation team
· Will advise where necessary, depending on the level of investigation required in conducting initial investigations

· Will produce accident / incident trend analysis from statistics periodically.


4.
Definitions






	RIDDOR
	· The Reporting of Injuries Diseases and Dangerous Occurrences Regulations 2013

	COMAH
	· Control of Major Accident Hazards Regulations 2015

	Accident
	· Any unplanned event that results in personal injury

	Incident
	· Any unplanned event that results in property / environmental damage

	Near miss
	· Any event that could have resulted in personal injury, environmental or property damage, but did not. 

	Reportable Disease
	· A notifiable disease identified by a GP as being work related.

	Dangerous Occurrence
	· An event that results in a specified failure under RIDDOR.

	Accident Investigation Team
	· A panel of individuals made up of management, EHS specialist and the workforce which will review accidents, incidents & near misses in accordance with event /potential severity matrix for further lessons learnt.

	RCA
	· Root Cause Analysis

	PPE
	· Personal Protective Equipment

	Enforcing Authority
	· The Authority responsible for enforcing statutory duties for the particular type of premises. This may be the Local Council, the HSE or the Fire Service.

	HSE
	· The Health and Safety Executive

	Work related accident/ incident
	· Any event that takes place during an employee’s contracted hours and in the course of or associated with their work. In addition to those easily identified work related accidents the following are also work related.
· An employee classified as mobile having an accident travelling to or from home to an office or site, or whilst travelling between sites.
· An office employee travelling from one office to another as part of their job role.

· Employees travelling to or from a hotel or other location as part of a company organised event.

It does not include;

· An event occurring to or from home for an office worker on their way to or from a contracted permanent office location.


5.
Process – Immediate Action



Accident

Stop / Make Safe / Preserve life

1.
Stop IMMEDIATELY, instruct people in the immediate vicinity to stop what they’re doing and make the area safe 

2.
Seek a First Aider
3.
Ensure the injured person can be accessed safely, do not move the injured person unless in immediate danger
4.
If necessary, allocate someone to assist the First Aider & the injured person.
Whilst First Aid is administered – Team Leader is to
1.
Preserve the scene – retain all documents, PPE, tools, clothing, equipment & plant positions until initial investigation has been completed.
2.
Note the time and who was in the area

3.
Liaise with the First Aider

Is hospital treatment required? – arrange transport to the hospital (Ebbw Vale minor injuries unit 0900 – 1900hrs; Nevill Hall – 01873 732732; Prince Charles – 01685 721721)
Is an ambulance / paramedic needed on site? – arrange safe access to the area

Contact management immediately if the injured person required treatment at hospital 

After First Aid has been administered – Team Leader is to
1.
Take photographs of the area in which the accident occurred and collect other retained items documents (such as permits to work, check sheets)PPE, tools, clothing etc).
2.
Ensure the relevant forms are completed:

a.
Accident Form – First Aider relevant parts
b.
Treatment Book – First Aider

c.
Accident / Incident Report – Team Leader relevant parts
3.
Take witness statements – detail of Who, What, When and Where to establish basic facts.
4.
Inform management, in accordance with the Accident Incident Investigation Decision Tree (OHS_APP_018), and other departments of the accident, the probable root cause and actions taken to stop any reoccurrence. 

Incident

Stop / Make Safe / Preserve the Scene

1.
Stop IMMEDIATELY, instruct people in the immediate vicinity to stop what they’re doing and make safe 

2.
Preserve the scene - retain all documents, PPE, tools, clothing, equipment & plant positions until initial investigation has been completed.
Contact management immediately if the incident is severe – major damage to equipment, buildings or the environment.

Take Evidence / Inform Relevant People – Team Leader to
5.
Take photographs of the area in which the incident occurred and collect other retained items (such as permits to work, check sheets)PPE, tools, clothing etc).
6.
Take witness statements – detail of Who, What, When and Where to establish basic facts.
7.
Complete the incident report

8.
Inform management in accordance with the Accident Incident Investigation Decision Tree (OHS_APP_018), and other departments of the incident, the probable root cause and actions taken to stop any reoccurrence.

When undertaking an initial investigation it will be necessary to act quickly; where the accident/ incident is serious the immediate area may need to be cordoned off by the emergency services and access restricted. In these instances staff should follow the direction of the enforcing authorities.

Where access is permitted the immediate area should be protected until the area can be effectively mapped. This may be achieved through floor plans, photographs or existing drawings. Distances should be measured where this is important to the events leading up to the accident and for verifying witness statements.

The injured person, Team Leaders etc. may be required to attend site on rest days to further the investigation.

6.
Process - Reporting





All accidents and incidents irrespective of the severity will be reported and suitably recorded. 
When an accident or incident occurs the individual will report the event in accordance with the accident / incident severity decision tree. 
The team leader, together with the First Aider should in the first instance complete the Accident & Incident reporting form (OHS_APP_017). 
Once completed the form should be returned to EHS department. 

Where a lost time accident / incident occurs, this will be monitored by the line manager and the EHS Team will be kept informed to allow appropriate reporting. 

RIDDOR Reporting

If any accidents fall under the following categories then these should be reported under the RIDDOR regulations.  

· accidents resulting in the death of any person

· accidents resulting in specified injuries to workers, these include

· fractures, other than to fingers, thumbs and toes

· amputations

· any injury likely to lead to permanent loss of sight or reduction in sight

· any crush injury to the head or torso causing damage to the brain or internal organs

· serious burns (including scalding) which:

· covers more than 10% of the body

· causes significant damage to the eyes, respiratory system or other vital organs

· any scalping requiring hospital treatment

· any loss of consciousness caused by head injury or asphyxia

· any other injury arising from working in an enclosed space which:

· leads to hypothermia or heat-induced illness

· requires resuscitation or admittance to hospital for more than 24 hours

· non-fatal accidents requiring hospital treatment to non-workers and
· dangerous occurrences
All RIDDOR reportable accidents, incidents and dangerous occurrences to EnviroWales Ltd or Jamestown Industries Ltd will be reported to the respective Enforcing Authority by the EHS Team. 
Hazard Reporting

A hazard is a situation that has the potential to cause harm to people, property, or the environment.

The company has a Hazard Reporting system in the form of HAZREP. Employees are encouraged to use the form when they see what they believe to be a level of potential harm to people, health, property, or environment (a hazard). 

1)
The HAZREP book is to be located in the control room within their work area

2)
Employee observes a situation that they believe to be a hazard

3)
Fill out specific details (department, name, team leader & date) on the HAZREP form
4)
Give specific details on the hazard, ensuring as much detail is given as possible

5)
Give details on what has been immediately done to make the area as safe as possible (if this is not possible then the hazard has to be isolated)

6)
Team Leader then details what additional corrective action is required and whether this is possible to be corrected immediately.  If further action is required then the Team Leader is to add this to the next section, detailing what department this has been passed onto and management will decide priority, target date and close out date.  White copy goes to EHS, yellow copy to the auctioning department, green copy remains in the book.
7.
Process – Investigation





Whilst any accident is unfortunate it is the investigation and conclusions to the accident which will ensure it either doesn’t happen again or the potential to reoccur is reduced.
All accidents and incidents within EnviroWales and Jamestown Industries Ltd. will be subject to investigation. The complexity and extent of that investigation will however be dependant on the actual or potential severity of the event. See event / potential severity matrix in this procedure for persons to be involved depending on the actual or potential severity of the event.
Occupation Ill Health events will be investigated at senior management level and by medical staff.

The purpose of the investigation is to;
a. Establish facts

b. Identify immediate causes

c. Identify root causes

d. Identify underlying causes

e. Suggest suitable recommendations for improvement.

It is not to apportion blame although the consequence of an investigation which shows that despite training and suitably competency an individual ignores the correct course of action may result in disciplinary action where deemed appropriate.

Any investigation should only be made once an area has been safe. It may be possible to take photographs without putting oneself in danger and this should always be the preference.

7a.
Witness Statements





When taking witness statements follow the questions on the accident report and investigation form Accident / Incident Reporting form OHS_APP_017;
7b.
Root Cause Analysis






When establishing root causes of an accident it is important to follow a logical approach. Key to this may be the use of an appropriate flowchart to illustrate the flow of events and critical failures of the system or process. Normally this will only apply to the higher severity events.
RCA is divided into 3 elements which should be subject to appropriate expansion in order to reach effective recommendations;

1. Immediate Cause

2. Root Cause

3. Underlying Cause

Immediate causes are limited to what directly caused the event so may be considered as;

1. failure of a gasket

2. failure of PPE

3. failure of hand tool

Whilst the immediate cause will identify directly what caused the injury or incident the root cause looks to establish why the immediate cause occurred. To explain this, an example is provided below;

An engineer is injured by a worn screwdriver which slips from the head of a screw causing a cut.
The immediate cause in this example is the worn screwdriver.

The root cause should identify why the screwdriver was worn so this could be inadequate maintenance of hand tools, or inappropriate maintenance regime, or inappropriate training of the engineer in recognising what is considered unserviceable for this hand tool, or a combination of all of them.

The root cause may show an action against the Company or a Contractor.

Underlying causes can be quite difficult to establish on complex events however as in the example above it is important to ensure the analysis is thorough; it should not be restricted to only looking at just the failing but widening the view of the failure. Sometimes it may prove more beneficial to leave this stage to the Accident Investigation Team (see next Section) to consider.

The underlying cause as found in the example used above could include inadequate checks by supervisors, no formal procedure for inspecting hand tools, hand tools belonging to engineers are not checked prior to use on company business or again a combination of all of them.

In reaching effective recommendations it should address the immediate, root and preferably the underlying causes as well. As such it may be that recommendations include;

1. Training for staff, 
2. Formal process to be produced. 
The recommendations have to however be capable of completion and should have an identified owner and timescale. The closeout of actions should be subject to the same method of reporting as any other action in the business.
8.
Accident /Incident Investigation



In effective management of the Environment, Health and Safety, accidents and incidents will be investigated according to the severity or potential severity of the event.
The Accident / Incident severity matrix below is used to identify the level of investigation required and by whom.

The investigation will review all statements and reports relating to the event in question and balance this with any identified and published good business practice and legal requirement. In certain circumstances witnesses may be subject to further interview.

The investigation team should satisfy itself that the following aims have been achieved

a.
The full particulars of the event are known (or as full as possible based on available evidence),
a. Witness statements where available are complete.

b. That any technical reports are clear, unambiguous and unaffected by opinion reserving itself for facts only.

c. Any HS&E report is of sufficient detail to show due root cause analysis and effective recommendations.

d. That the team agree or disagree with the provisional findings of the investigation and document this fact including within their report how decisions made were reached and any proposed additions in terms of further recommendations.

e. Where actions are identified these are fairly assigned with appropriate timescales for completion.

f. That any actions decided upon are only assigned to those who participate in the investigation unless by the nature of the incident this is impossible in which case the individual concerned is identified, communicated to and agrees to the action and timescales.

g. The findings of the investigation team are made available to other interested parties notwithstanding any issues relating to the Data Protection Act.

A template for use when compiling serious High Potential investigations (Classified in RED in the severity matrix) is available OHS-APP-019. The headings should be used to ensure minimum information is provided. These formal investigations will benefit from different methods of presenting information to show where the failings occurred and where the investigation did not pursue further. 
Any accident / incident investigations held will also be subject to discussion at Management Review.
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	Incident
	Env
	Injury/Illness

	
	4. Serious
	4. Serious - Environment
	A4
	B4
	C4
	D4
	E4

	
	Fatality / multiple fatalities; HSE Prohibition Notice.  
Significant property / equipment damage; injuries/damage to public / public property

COMAH Major Accident


	Major uncontrolled and sustained environmental release causing significant damage / public health issue;  Non-compliance with permits / regulations leading to NRW prohibition notice (CAT 1); COMAH Major Accident to the Environment (MATTE)
	
	
	
	
	

	
	OR a Near Miss which could have resulted in any of these
	
	
	
	
	

	
	3 Major
	3. Major - Environment
	A3
	B3
	C3
	D3
	E3

	
	Serious major injury (fracture / multiple fractures to bone in torso, neck, skull or femur); multiple fractures to limb(s); Acute illness resulting in hospital admission >24hours; Permanent disabling injury / illness; HSE Improvement Notice. 
Extensive property/equipment damage.
	Significant spill or environmental release, impacting vicinity of site; resulting in third party complaints, damages, land use impairment, potable water contamination and requiring lengthy remediation.  Non-compliance with permits / regulation leading to NRW enforcement notice(s) (CAT2)
	
	
	
	
	

	
	OR a Near Miss which could have resulted in any of these
	
	
	
	
	

	
	2. Significant
	2. Significant Environment
	A2
	B2
	C2
	D2
	E2

	
	Less serious major injury / illness (including RIDDOR); Any 3rd party (visitor / contractor) injury / illness; Hospital attendance;  Property / equipment damage able to be repaired quickly
	Spill or environmental release subject to external reporting to Regulatory bodies, without significant environmental damage; Non-compliance with permits / regulations resulting in a NRW Warning Letter (CAT 3 & CAT 4)
	
	
	
	
	

	
	OR a Near Miss which could have resulted in any of these
	
	
	
	
	

	
	1. Minor
	1. Minor Environment
	A1
	B1
	C1
	D1
	E1

	
	All injuries, including any First Aid or medical treatment cases affecting employees, contractors, Agency worker and visitors.
Other events, including property / equipment damage / dangerous occurrence below RIDDOR threshold.
	Non-reportable minor spill or fugitive emission.  Moderate or non-reportable event in relation to permits / regulations; detection of increasing emissions but still within permit limits including Schedule 6 notification resulting in no action from NRW.
	
	
	
	
	

	
	OR a Near Miss which could have resulted in any of these
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Event that has High Potential
	Senior Manager & EHS Investigation.  Director sign off and approval



	
	 
	Requires STL, TL, or ENGR plus Senior Manager investigation.  EHS sign off and approval

	
	 
	Requires STL, TL, or ENGR investigation, Senior Manager & EHS sign off and approval.  EHS review

	
	 
	Requires STL, TL, or ENGR investigation. EHS sign off and approval.



9.
Applicable documents




Accident / Incident Initial Action Checklist OHS-APP-016
Accident / Incident Investigation Level OHS-APP-018
Accident / Incident Reporting form E-EP-055; 
Serious High Potential Accident and Incident Report Template OHS-APP-019
HAZREP form E-EAP-031
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