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An incident is any occurrence that has resulted in or has the potential to result in adverse consequences to persons, the environment, property or a combination of these; this also includes any significant deviation from a safe operating procedure (or the like).
In the unfortunate event of an incident occurring at your site, you have a duty under the South Australian Work Health and Safety legislation to ensure the incident is investigated and in certain circumstances, reported to the Regulator.
Having an effective incident reporting and investigation process in place will not only enable you to  meet your legislative obligations but provide you with the tools to gather and analyse information and facts relating to the incident. This will then enable you (and the investigation team) to identify the “contributing factors” that lead up to the incident and finally to identify controls to prevent the incident reoccurring.
Instructions

It is important that you completely review this tool prior to use and ensure that where required changes in terminology, titles, etc. are made to ensure that this document will accurately reflect your organisation’s structure.

1. Remove all “(insert company name)” sections and replace with registered business name

2. Remove all “(insert name of quarry/mine)” sections and replace with quarry/mine pit name.

3. Remove all “(insert senior management position e.g. site manager)” and replace with relevant position

4. Remove all “(insert location)” sections and replace with identified site location

5. Delete cover page, back page, forward and instruction section above once document is completed

6. Delete all MAQOHSC wording on headers and footers and replace with own business name

7. Delete all “Note” sections from document

8. Ensure that the page numbers in the footer align with the correct page in the document.
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1. AIM 

The aim of this Guidance Material is to provide a Person Conducting a Business or Undertaking (PCBU) with practical guidance on how to develop and implement an effective Incident Reporting and Investigation process.

2. Purpose
The purpose of the (insert company name) Incident Reporting and Investigation Procedure is to set out and define the requirements for all incidents to be reported and investigated with preventative and corrective actions implemented to eliminate or minimise the risk of harm and prevent future occurrences.

3. Scope

This procedure applies to all events / incidents occurring at (insert name of quarry/mine) Mining Lease, Exploration Leases and surrounding tenements and operations.

This procedure applies to all (insert company name) employees, contractors and visitors when involved in (insert company name) controlled activities.

4. References
Work Health and Safety Act 2012 (SA)
Work Health and Safety Regulations 2012 (SA)
(insert company name) Incident Report and Investigation Form

(insert company name) Incident Reporting Checklist

(insert company name) Alcohol and Other Drugs Policy

5. Definitions

	Incident
	Any occurrence that has resulted in or has the potential to result in adverse consequences to persons, the environment, property or a combination of these, this includes any significant deviation from a Safe Operating Procedure, Safe Work Method Statement, Job Safety Analysis, etc.

	Near Miss
	An incident where no injury or damage occurred (a close call).

	Injury
	Harm resulting from a person’s employment which requires, first aid treatment, medical treatment or results in fatality.
An injury may result from a single event, a single exposure or long term exposure.

	First Aid Injury (FAI)
	A minor work related injury that only requires first aid treatment.

	Medical Treatment Injury
(MTI)
	A work related injury that requires treatment by a registered medical practitioner, occupational health nurse or paramedic, including being provided prescription medication.
Note: This does not include diagnostic procedures, observation, counselling or treatment as an outpatient in a hospital.
Certain Medical Treatment Injuries are notifiable incidents requiring reporting to the Regulator.

	Restricted Duty Injury
(RDI)
	A work related injury that results in the worker being assigned an alternative task or placed on modified duties on a temporary basis, based on consultation with the PCBU and a registered medical practitioner.

	Lost Time Injury

(LTI)
	A work related injury that results in one or more full days / shifts away from work following the day / shift when the incident occurred.

	Non-Work Related
	Any injury resulting from an activity that is not part of the persons work duties or operational tasks.

	Property Damage
	An incident that has resulted in damage to property or equipment.

	Environmental Incident
	Any incident that results in damage / pollution to the environment. This includes ground, air and water.

	Notifiable Incident
	The Work Health and Safety Act 2012 (SA), Section 35

A notifiable incident means:

· the death of a person; or

· a serious injury or illness of a person; or

· a dangerous incident.

	Mining Incident
	The Work Health and Safety Regulations 2012 (SA), Regulation 675V

A mining incident means:
An incident (other than a notifiable incident) that:

· results in illness or injury that requires medical treatment within the meaning of item 13.2 of Schedule 24; or

· is a high potential incident.

	Corrective Action
	An action taken to mitigate the cause/s of an existing undesirable event in order to prevent reoccurrence.

	Root Cause
	The basic cause(s) which can be reasonably identified which, when controlled, will prevent or minimise the un-wanted event from reoccurring.



6. Roles and Responsibilities

6.1 Senior Management / Site Manager
The (insert senior management position e.g. site manager) is responsible for:
· Ensuring appropriately qualified and trained personnel are available to complete incident investigations;

· Ensuring all incidents are reported and investigated with corrective actions identified and implemented;
· Conducting external communications as required;
· Notifying appropriate regulatory body of events as required;

· Ensuring controls identified in the incident investigations are incorporated into the Safety Management System for the mine / quarry; and
· Ensuring reviews of implemented controls are conducted.
6.2 Work Health and Safety Coordinator (if in place)
The Work Health and Safety Coordinator is responsible for:
· Communicating to all workers, the requirement to report all incidents; 

· Providing information, training and instruction to workers on the process for reporting of incidents; 

· Managing all workplace incidents by assessing risks associated with all reported incidents and implementing appropriate controls to prevent a reoccurrence;

· Initiating and lead incident investigations using the Incident Report and Investigation Form Template as required;

· Ensuring compliance with the requirements for reporting notifiable incidents to relevant regulatory bodies;

· Communicating incident investigation findings and preventative control measures to all workers; 

· Reviewing outstanding actions and investigations to ensure timely completion; and
· Recording all incidents into the Work Health and Safety Incident Register.
Note: Should there not be a Work Health and Safety Coordinator in place these responsibilities shall need to be added to those of another position, for example the site manager or site administrator.

6.3 Supervisors
Supervisors are responsible for:

· Ensuring that workers have received training and instruction on incident reporting requirements;

· Ensuring the welfare of injured persons;
· Ensuring the scene is secured for investigation;
· Notifying the (insert senior management position e.g. site manager) of all incidents;
· Documenting the incident on the Incident Report and Investigation Form Template prior to the end of the shift, including witness statements;
· Implementing corrective actions that are identified from the investigation; and
· Participating in reviews of implemented corrective actions.
6.4 Health and Safety Representatives (HSRs) (if in place)
The functions of the Health and Safety Representative may include:

· Participating in the incident investigation process in consultation with the (insert senior management position e.g. site manager); 
· Assisting with providing information to workgroups in relation to the incident investigation findings and corrective actions; and

· Assisting with the review of corrective actions.

6.5 Health and Safety Committee (if in place)
The functions of the Health and Safety Committee may include:
· Contributing to the review of the incident investigation findings;
· Assisting with providing information to workgroups in relation to the incident investigation findings and corrective actions; and

· Assisting with the review of corrective actions.

6.6 Workers

Workers are responsible for:
· Immediately reporting all incidents (injuries, damage, system failures and near misses) to their Supervisor;
· Rendering any assistance required to ensure the area is made safe, if safe to do so;
· Providing first aid treatment to any injured persons, if safe to do so and worker is first aid trained;

· Providing a witness statement if required;

· Participating in any incident investigations as required; and

· Participating in reviews of corrective actions, as required.

7. Procedure
7.1. Initial Response
7.1.1. All incidents (including near misses) shall be reported immediately to an individual’s immediate (team leader/supervisor) and in the case of contractor personnel, to their nominated (insert company name) representative, via UHF Channel? or Phone xxxx xxx xxx.
7.1.2. When calling an emergency via UHF or phone state “Emergency, Emergency, Emergency” wait for a response and then describe the scenario, stay on the line until informed not to by (team leader/supervisor) or (insert senior management position e.g. site manager).
7.1.3. If requested to, phone ambulance fire, police by calling 000.
7.1.4. Immediate action shall be taken to eliminate or minimise risks associated with the incident and ensure the area is made safe, if safe to do so.

7.1.5. First aid shall be rendered to injured persons, if safe to do so.

7.1.6. Evacuate to the nearest Emergency Assembly Point if required or advised to.
7.1.7. All incidents involving an injury shall be immediately reported to (insert senior management position e.g. site manager).

7.1.8. The incident scene shall be protected to ensure evidence required for investigation purposes is not compromised and to allow review by (insert company name) management and or the relevant Regulator as required. This may include barricading or taping off of an area.

7.2 Incident Notification (Internal)
7.2.1. As per 7.1.1, all incidents must be immediately notified to an individual’s (team leader/supervisor).
7.2.2. The (team leader/supervisor) shall notify their (area manager/site manager).
7.2.3. All incidents involving mobile equipment, plant or with a risk ranking greater than LOW (as per the insert company name risk matrix see Appendix A) shall require the involved persons to undergo Fitness For Work testing as per the (insert company name) Alcohol and Other Drugs Policy.

7.2.4. All incidents shall be reported using the (insert company name) Incident Report and Investigation Form.
7.2.5. The Incident Report section of the Incident Report and Investigation Form shall be completed and submitted to (insert title of relevant position e.g.: WHS Coordinator) by the end of the shift that the incident occurred in.

7.3 Incident Notification (External)

Notifiable incidents as referenced in South Australian legislation (listed below) shall be communicated to the relevant Regulator by the (insert senior management position e.g. site manager) as soon as is reasonably practicable to do so.
Electric Shock: 
All incidents involving electricity must be reported to the Office of the Technical Regulator by the electrical worker or the occupier of the premises where the incident occurs using the “Electric Shock and / or Incident Report Form” available from the Office of the Technical Regulator - https://www.sa.gov.au/topics/water-energy-and-environment/electrical-gas-and-plumbing-safety-and-technical-regulation/incident-reporting/reporting-electric-shocks-and-incidents
Electric Shock and / or Incident Reporting

Phone: 8226 5518 (Monday–Friday, 8.30am to 4.30pm)

Phone: 1800 558 811 (24 hours)

Work Health and Safety Notifiable Incidents:
SafeWork SA must be notified as soon as practicable after having become aware of the notifiable incident via the fastest means possible. In most cases this will be by phone: 1800 777 209 (24 hours), notification may also be made via email or fax using the “Notifiable Incident and Mining Incident Report Form”, available from SafeWork SA - http://www.safework.sa.gov.au/show_page.jsp?id=113290#.WDuTipq7rIU
Incidents, as referenced in the Work Health and Act 2012 (SA) and the Work Health and Safety Regulations 2012 (SA), are:

Work Health and Safety Act 2012 (SA) 

Section 35 – Notifiable incident 

Notifiable incident means:

a) the death of a person; or 

b) a serious injury or illness of a person; or 

c) a dangerous incident.

Work Health and Safety Act 2012 (SA) 

Section 36 – What is a serious injury or illness

Serious injury or illness of a person means an injury or illness requiring the person to have:

a) immediate treatment as an in-patient in a hospital; or 

b) immediate treatment for:

(i) the amputation of any part of his or her body; or 

(ii) a serious head injury; or 

(iii) a serious eye injury; or 

(iv) a serious burn; or 

(v) the separation of his or her skin from an underlying tissue (such as degloving or scalping); or 

(vi) a spinal injury; or
(vii) the loss of a bodily function; or
(viii) serious laceration; or

c) medical treatment within 48 hours of exposure to a substance, and includes any other injury or illness prescribed by the regulations but does not include an illness or injury of a prescribed kind.

Work Health and Safety Act 2012 (SA) 

Section 37 – What is a dangerous incident 

Dangerous incident means an incident in relation to a workplace that exposes a worker or any other person to a serious risk to a person's health or safety emanating from an immediate or imminent exposure to: 

a) an uncontrolled escape, spillage or leakage of a substance; or 

b) an uncontrolled implosion, explosion or fire; or 

c) an uncontrolled escape of gas or steam; or 

d) an uncontrolled escape of a pressurised substance; or 

e) electric shock; or 

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

g) the collapse, overturning, failure or malfunction of, or damage to, any plant that is required to be authorised for use in accordance with the regulations; or 

h) the collapse or partial collapse of a structure; or 

i) the collapse or failure of an excavation or of any shoring supporting an excavation; or 

j) the inrush of water, mud or gas in workings, in an underground excavation or tunnel; or 

k) the interruption of the main system of ventilation in an underground excavation or tunnel; or 

l) any other event prescribed by the regulations, (Regulation 699A)
Work Health and Safety Regulations 2012 (SA) 

Schedule 24 – What is medical treatment 

Medical treatment means: 

The management or care of a patient including: 

a) the suturing of a wound; 

b) the treatment of fractures; 

c) the treatment of bruises by drainage of blood; 

d) the treatment of second and third degree burns, 

but does not include diagnostic procedures, observation, counselling, first aid or therapeutic measures taken solely for preventative purposes.

Work Health and Safety Regulations 2012 (SA)

Regulation 675V

Mining incident 

Mining incident means:

An incident (other than a notifiable incident) that: 
a) results in illness or injury that requires medical treatment within the meaning of item 13.2 of Schedule 24; or 
b) is a high potential incident.

High Potential Incident

High Potential Incident means:

An incident or event referred to in section 37(a) to (l) of the Act that would have been a dangerous incident under section 37 if a person were in the vicinity at the time when the incident or event occurred and in usual circumstances a person could have been in that vicinity at that time.

Work Health and Safety Regulations 2012 (SA) 

Regulation 699 – Incident notification 

Prescribed serious illnesses 

For the purposes of section 36 of the Act, each of the following conditions is a serious illness: 

a) any infection to which the carrying out of work is a significant contributing factor, including any infection that is reliably attributable to carrying out work; 

(i) with micro-organisms; or 

(ii) that involves providing treatment or care to a person; or 

(iii) that involves contact with human blood or body substances; or 

(iv) that involves handling or contact with animals, animal hides, skins, wool or hair, animal carcasses or animal waste products; 

b) the following occupational zoonoses contracted in the course of work involving handling or contact with animals, animal hides, skins, wool or hair, animal carcasses or animal waste products: 

(i) Q fever; 

(ii) Anthrax; 

(iii) Leptospirosis; 

(iv) Brucellosis; 

(v) Hendra Virus; 

(vi) Avian Influenza; 

(vii) Psittacosis.

Work Health and Safety Regulations 2012 (SA) 

Regulation 699A – Incident notification 

Prescribed dangerous incident 

For the purposes of section 37 of the Act the unplanned loss of control of heavy earthmoving machinery (including failure of braking or steering) at a mine is a dangerous incident.

7.4 Incident Investigation
7.4.1 The objective of incident investigations is to determine the causes of an event and identify controls to prevent a reoccurrence. The investigation should aim to:

· Determine where the incident occurred;

· Identify who or what was involved in the incident;

· Identify causes that contributed to the incident (what went wrong);

· Assess the risk (what was the potential for harm); and

· Identify what can be done to prevent a reoccurrence (control measures).

7.4.2 The incident investigation shall assist to identify:

· Sub-standard work practices;

· Design deficiencies;

· Procedural suitability and understanding;

· Training suitability and frequency;

· Equipment / plant serviceability; and/or

· Major hazard types, locations times of events.

7.4.3 Incident investigations are to commence immediately and should include:

· Collection of statements from involved persons;

· Photographs of scene including all equipment;

· Measurements of relevant equipment, markings, tracks etc.; and

· Quarantining of equipment for purposes of review and inspection.

7.5 Investigation Team
7.5.1 The (insert senior management position e.g. site manager) shall appoint an investigation team.

7.5.2 The Work Health and Safety Coordinator (if in place) shall be involved in the investigation of any incident where the risk is rated as moderate or higher. 
8. Incident Investigation Process
The incident investigation process consists of 5 steps:
· Immediate actions;

· Investigation planning;

· Data collection;

· Data organisation and analysis; and

· Recommendations and Report.

8.1. Immediate Actions
· Provide first aid if safe to do so;
· Secure the scene to preserve evidence;
· Inspect the site; 

· Check for injured persons; 

· Witnesses;
· Position and condition of equipment;
· Safety switches, controls, valves, tools;
· Illumination, visibility, noise;
· Safety barriers;
· Weather;
· Housekeeping;
· Notify key personnel; and
· Conduct fit for work testing for all involved in the incident, (this includes all incidents with a risk ranking greater than LOW on (insert company name) Risk Matrix, all injuries, and all near misses).
8.2. Investigation Planning

· Nominate the investigation leader and team members and allocate roles / tasks;
· Develop investigation plan;
· Identify information to be collected; and
· Review previous incidents (similar incidents, reoccurring incidents, personnel involved).

8.3. Data Collection

· Collect statements from those involved in the incident and any witnesses. Written statements of those involved should be sought as soon as possible following an incident.  After reviewing the statements, further questions may be developed;  

· Conduct interviews with relevant persons and record all information relevant to the incident; and
· Develop People, Equipment, Environment, Methods of Work, and the Organisation (PEEMO) chart (see chart in (insert company name) Incident Report and Investigation Form), consider how People, Equipment, Environment, Methods of Work, and the Organisation may have had direct or indirect impacts on the event. Information and/or evidence may be gathered by reviewing the incident site, records (training, maintenance, minutes etc.), procedures, risk assessments, data, or by interviewing personnel.

All information gathered should be factual. Speculation, opinions and assumptions based on facts are not to be included in the information gathered.
8.4. Data Organisation and Analysis
8.4.1. Develop a time line and/or sequence of events. It is critical to establish the sequence of events leading up to the occurrence of the incident and immediately after the incident occurred. The level of detail will depend on the severity and complexity of the incident. This information is gathered by speaking with people who were either directly or indirectly involved. When constructing a sequence of events the critical information is who did what, when they did it, where did it occur and what else contributed to it occurring. A sequence of events should be written out.

8.4.2. Review PEEMO chart for failures – Why did the failures occur? What were the deficiencies or absent defenses? What did people do or not do, systems failures, decisions, training deficiencies etc. that allowed the incident to occur.

8.4.3. A root cause must be present in order for the incident to occur. If you can confidently say that the incident could have been prevented/or the likelihood drastically reduced but for this factor, then it is a root cause. There may be more than one root cause identified during an investigation.

8.4.4. All other factors are causal factors. Their presence or absence made the event more or less likely to occur, or more or less severe.

8.4.5. When analysing data ensue that the information is both valid and reliable.  

· Valid means that the evidence is directly related to the investigation. Reliable means that the evidence would be the same no matter who or how the evidence / data was collected.

8.5. Recommendations and Report

All corrective and preventive actions should be based on the Hierarchy of Control (Appendix B) to ensure the most effective controls are being considered.

8.5.1. Actions should prevent the reoccurrence of the incident in both the short and long term. Short term actions are those that prevent the causes of an incident from remaining or developing further. They may include site communication or temporary barricades. Long term actions eliminate the causes of the incident and generally take longer to implement. These may include engineering controls, elimination of a hazard and capital projects.

Effective actions are those that:

· Eliminate the cause of the incident in a practical way;

· Are lasting and required minimal maintenance; and

· Are readily implemented.

8.5.2. Actions resulting from incidents shall be recorded in the Incident Register to ensure follow up and timely closeout.

8.5.3. The Incident Report shall be completed and the details entered into the Incident Register with at least one action assigned to each event.

8.5.4. A detailed report shall be required for significant events and will be coordinated by the (insert title of relevant position e.g.: WHS Coordinator).

9. Management Review
All investigations shall be reviewed at their completion by the (insert senior management position e.g. site manager). 

10. Communication of Incidents

The findings of all incidents shall be communicated to all workers as soon as is practicable upon the completion of the incident investigation.

Appendix A: Risk Matrix

	
	
	Consequence

	
	
	1
Minor
	2
Moderate
	3
Serious
	4
Major
	5
Catastrophic

	Likelihood
	A
Almost Certain
	10
	16
	20
	23
	25

	
	B
Likely
	7
	12
	17
	21
	24

	
	C
Possible
	4
	8
	13
	19
	22

	
	D
Unlikely
	2
	5
	9
	14
	18

	
	E
Rare
	1
	3
	6
	11
	15


	Risk result
	Rating
	Definition
	Level of involvement

	Note when a potential consequence is classified as catastrophic, immediate and on-going intervention is required from the CEO to ensure control measures are adequate.

	19 - 25
	Critical
	Imperative to eliminate or reduce risk to a lower level by the introduction of controls. 
	CEO involvement

	18 - 11
	High
	Corrective action required.

Permitted activities.
	Senior Management attention and sign off required

	10 - 6
	Moderate
	Corrective action required.

Job Hazard Analysis and Safe Work Procedure required to manage risk.
	Supervisor attention required

	5 - 1
	Low
	Corrective action where practical.
Take 5 required.
	Manage by routine procedures at operational level


Appendix B: Hierarchy of Control
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11. Revision

This Procedure will be revised as required and at no later than two years from the date of last major revision.
	Revision
	Review / Edit Date
	Reason for Review
	By whom reviewed

	
	
	
	

	
	
	
	


	Signed:
	

	
	(insert senior management position e.g. site manager)

	
	

	Date:
	


FURTHER ASSISTANCE 
MAQOHSC Work Health and Safety Specialists are available to provide further advice and assistance on all Work Health and Safety matters.

MAQOHSC Work Health and Safety Specialists are able to be contacted via our website at www.maqohsc.sa.gov.au or email maqohsc@sa.gov.au.

ADDITIONAL INFORMATION 
Work Health and Safety Legislation, Codes of Practice, fact sheets, Health and Safety Representatives (HSR) information and guides can be found at the following websites: 
SafeWork SA – www.safework.sa.gov.au or call 1300 365 255

Safe Work Australia – www.safeworkaustralia.gov.au or call 1300 551 832
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