[Type text]


Accident Reporting and Investigation.

1.           Purpose



The purpose of this Procedure is to specify systems which will ensure that all accidents occurring 
on or off site are reported and investigated in a thorough, effective and timely manner.

2.           Scope


This Procedure applies to all deviations from normal operations, whether on operational plant, or 
               in administrative facilities.    The reporting requirements for accidents falling within the scope of 
               the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 are not covered 
               in this Standard Operating Procedure - see   S.O.P. 4 - RIDDOR Procedures.

3.
References


The Health and Safety at Work Act 1974
               Reporting of Injuries, Diseases and Dangerous Occurrences Regulations, 1995 (RIDDOR)
               Standard Operating Procedure No. 4 - RIDDOR Procedures.  

4.
Definitions


An Accident is any unplanned event which results in, or may result in, personal injury, damage to 
               the environment, property, plant or equipment. This definition includes the so-called ‘near miss’ - 
although no-one may have been injured or any damage caused, a deviation from normal 
               operations have still occurred  and requires thorough investigation to prevent recurrence.


A Major Accident is:


Any RIDDOR-reportable injury, disease or dangerous occurrence, or any incident where the 
               environment outside the Works boundary has been affected, or Local Authority Emergency 
               Service(s) have been involved, or Neighbour or media interest has been attracted.


A Minor Accident is:


Any injury not involving RIDDOR reportable circumstances,  or any incident which has been 
               successfully controlled within the site boundaries and does NOT involve the attendance of the 
               Local Authority Emergency Services and does NOT attract the interest of media or neighbours.

5.
Procedure

5.1
Responsibilities


The Managing Director is responsible for chairing all Accident Investigation Committees convened 
               to investigate Category A accidents - see Appendix A.



The Works Manager is responsible for chairing all Accident Investigation Committees convened 
to 

investigate category B and C accidents and possible category D Incidents -  see Appendix  A 

The Works Manager is responsible for the operation of, compliance with and annual revision of this Procedure.
The Works Manager is also responsible for ensuring that all accidents coming under the requirements of the RIDDOR Regulations are reported to the Health and Safety Executive within the prescribed time scales.  

The Health and Safety Advisor is responsible for providing a health and safety advisory service to all chairpersons and staff involved in investigating accidents, as and when appropriate.
All Team Leaders are responsible for starting the initial investigation process, well within the same shift.  Chairing most accident investigation committees convened to investigate category D incidents.  Reporting all accidents and near-misses to the Works Manager or the Managing Director and co-operating with management by attending Accident Investigation Committees in either advisory or witness capacities when requested to do so.

All Staff are responsible for reporting to their immediate team leader, any accident, incident or 
near miss as soon as is reasonably practicable after the event, to complete the first page of the 
accident form and to make themselves available for the investigation.  


5.2
Strategy

Note: Identified improvements to these procedures are contained in an Action List, Appendix E . 
These improvements will be prioritised by Works management and the Procedure revised and 
re-issued, after 
appropriate training, as each improvement is implemented.

5.2.1
All accidents, incidents and near misses occurring on site, must be reported to a Team leader 
               immediately. 

5.2.2
The Team Leader will ensure the completion of an Accident Report for the category of either 
               Injury or Non-injury (Appendices B or C), as appropriate. Allowable time limits for the completion 

of the various stages are given in following sections of this Procedure.

5.2.3
All near-misses are investigated in order to learn from the incident.
5.2.4
All investigations will be formally recorded, in writing, and any Actions arising from the 
               investigation will be allocated to a responsible person(s), together with a deadline for completion 
              of the Action.

5.2.5
Communication of learning points from accidents and incidents is a major factor in the prevention 
process and will be used extensively to promote safe working.  Responsibilities for this                

               communication will be allocated as a part of the Investigation procedure, and will be by members  

               of line management, or on some occasions by a member of the Works Safety Liaison Committee 
               ( Once set up and running ) by agreement of Works management. 

5.3
Accident Reporting


NOTE: Details of procedures to be followed in the event of an emergency arising from the 
               accident or incident are contained in Standard Operating Procedures No. 2, Emergency Control 
               Plans.   

5.3.1
The Injury or Non-Injury Accident is reported as soon as possible to the Team Leader or Works                    

               Manager by the person making the report.

5.3.2
The injured person (after treatment by a First Aider or other medical agency), or the person(s)  

               involved in Non-Injury Accident, then completes the appropriate sections of the Injury or Non-
               Injury Accident Report Form, as appropriate, and passes it to the Team Leader for immediate 
               investigation. It is essential that this occurs within the same shift or work period that the  

               accident/incident happened.

5.3.3
Where witnesses to the accident/incident are available, the Team Leader will ensure that 
               statements are taken from those who saw what happened. This must be done as soon as possible 
               after the event, within the same shift, consistent with returning the scene to a position of safety, 
               where possible, in order to capture details of what happened before hearsay or speculation 
               become involved. 

5.3.4
Where the accident/incident involves any person employed by a Contractor under the control of 
               “company name”, the Team Leader must ensure that the senior person from that person’s employer, 
              Currently on site is informed ( if not already aware) so that he/she may act on the employee’s 
              behalf both in informing members of family etc. and also during subsequent investigations. It is   

              essential that this occurs within the same shift or work period that the accident/incident 
              happened.

5.3.5
Where the Contractor management become aware of an accident/incident occurring on the 
               Works involving their staff, they must ensure that the details are reported to their ‘ Contact 
Person ‘ of “company name” management, to allow investigations to take place.

5.3.6
Where the accident/incident involves a Visitor to the site, the above role will be taken by 
               whichever “company name” employee is acting as host to the visitor.

5.3.7
Any person learning of any accident or incident involving “company name”personnel (during 
              normal working hours), goods or vehicles whilst off the site, must ensure that sufficient details are 
              taken and passed to either the Works Manager or in his absence the Managing Director so that 
              immediate investigations can begin and any family be informed. 

5.3.8
Any decision as to whether the accident or incident falls within the requirements of the Reporting 
              of Injuries, Diseases and Dangerous Occurrence Regulations 1995 (RIDDOR) is taken by the 
              Managing Director, or in his absence, by the Works Manager or other trained personnel.

5.3.9
All accidents and incidents occurring and reported through this S.O.P. are recorded on official 
              Accident report form. 

    
5.4
Initial Accident Investigation

Note:
All accidents and near-misses occurring on the Works (or any accident or incident 
                             involving “company name” personnel, goods or vehicles off site) will be investigated. The                           

                             extent of the investigation will be at an appropriate level.

5.4.1
On learning of an Injury, Non-Injury Accident or Near Miss occurring, the immediate Team Leader 
               will ensure that the relevant sections of either Appendix B or Appendix C is filled in by the  

               person(s) involved. 

5.4.2
All accidents and near misses occurring on the works site will be investigated, as soon as possible, 
               by the Team Leader using the questions contained in the Team Leader Sections of Appendix B or 
               C as appropriate.  Appendix D offers some guidance.

           
5.4.3
Where possible, a member of the Works Safety Liaison Committee will be informed and invited to 
               attend during the investigation. This attendance is not mandatory, but the details of the accident 
  should be passed to a member of the Safety Liaison Committee as soon as is reasonably possible.

5.4.4
By questioning persons involved, and by direct observation where possible, the Investigator will 
               gain a good understanding of:


*
what actually happened? 

*
did the accident/incident arise whilst carrying out an authorised task?

*
were written procedures covering the task in place?

*
were the people involved actually following that procedure?


*
where relevant, was appropriate PPE being worn for the task? 

5.4.6
Where possible, the Investigator will determine the immediate cause(s) of the accident/incident 

              ( What Happened ) and record in the appropriate section of the form.

5.4.7
Where possible, the Investigator will determine the basic cause(s) of the accident/incident 

              ( Why it Happened ) and record in the appropriate section of the form.

5.4.8
In cases where the Investigator is unable to reach a conclusion as to the immediate and/or basic 
               causes he will take advice from the Works Manager or Health and Safety Advisor. 

5.5
Remedial actions to prevent recurrence

5.5.1
On completion of his initial investigations the Investigator will assess whether any remedial 
               actions can be taken to prevent the accident happening again. Where available, a member of the 
               Works Safety Liaison Committee will be invited to take part.


Where such actions can be taken, the Investigator will ensure that these are carried through 
               without delay.  Any actions identified and taken are entered into the appropriate section of the 
               injury or non-injury report form. 

5.5.2
Where such actions are not immediately possible, or further advice or work is required, the  

               Investigator will ensure, by appropriate means such as warning signs, barriers etc., that the safety 
of other people is catered for until such time as actions can be put in place to prevent recurrence.

5.5.3
The Report Form is then passed to the Works Manager or Managing Director or who will decide   

               on whether the accident/incident falls within the requirements of the Reporting of Injuries,   

               Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).

5.6
Further Investigations - Minor Accidents

See Section 4 for the definition of a minor accident.

Note: In many cases the investigations carried out by the Team Leader will be sufficient to 
               discover the basic cause(s) of the minor accident/incident and once remedial actions to prevent 
               recurrence are 
completed the Report may be closed by the Works Manager The Form is then      

               filed and constitutes the formal report into the accident/incident.


In other cases, the accident/incident will require further investigation to ensure that what 
               happened is fully understood and actions required to prevent recurrence are identified and 
               implemented. In such cases the following procedure will be applied.

5.6.1
Where the Works Manager or Managing Director decides that the Immediate Investigation has 
              not identified all the basic causes he will commission an Investigation Committee to investigate         

              the circumstances of the minor accident/incident.

5.6.2
The Managing Director will decide on the constitution of the Investigation Committee but in all 
               cases a member of the Works Safety Liaison Committee will be invited to attend.

5.6.3
On completion of the Investigation, a formal report will be written by the Chairperson detailing 
               additional findings together with any additional actions identified as necessary to prevent 
               recurrence. 

5.6.4
The Investigation Report is then passed to the Managing Director who will close the Accident 
               Report form on completion of any identified actions.
 
5.6.5 The Investigation Report is filed by the Works Manager with the Accident Report Form, in the Works Managers office.


5.7
Further Investigations - Major Accidents 

See Section 4 for the definition of a major accident.
5.7.1
All major accidents will be investigated by a formal Investigation Committee, regardless of the 
               Sufficiency of the Initial Accident report.

5.7.2
The Chairperson of the Committee will be as detailed in Appendix A.

5.7.3
The Chairperson will decide on the constitution of the Investigation Committee but in all cases a 
               Member of the Works Safety Liaison Committee will be invited to attend.

5.7.4
On completion of the Investigation, a formal report will be written by the Chairperson detailing 
               additional findings together with any additional actions identified as necessary to prevent  

               recurrence. 

5.7.5
The Managing Director or Works Manager will close the Accident Report Form on completion of 
               any identified actions in the Investigation Report written by himself or delegate.

5.7.6
The Investigation Report is filed by the Works Manager with the Accident Report Form, in the 
               Works Manager office.

6.
Documentation


Appendix A:
Allocation of Chairperson to Accident Investigation Committees

Appendix B:
Injury Accident Report

Appendix C:
Non-Injury Accident Report


Appendix D:
Guidance for Team Leaders in Immediate Accident Investigation

Appendix E:
Action List
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Appendix A 
Allocation of Chairperson to Accident Investigation Committees

	Category
	Accident description
	Chairperson

	A
	Fatality
	Managing Director

	B
	Major accident,  (excluding a fatality), disease or dangerous occurrence,       OR:
Any incident where the environment outside the Works boundary has been affected,        OR: 

 Local Authority Emergency Services have been involved,     OR:

Neighbour or media interest has been attracted,      OR: 

Any incident or accident involving “company name” transport personnel, goods or vehicles whilst not on the Rotherham site.
	Works Manager

	C
	RIDDOR  reportable accidents and incidents.
	Works Manager

	D
	 Minor accident, including a minor injury or an occurrence which has been controlled within the site boundaries with no Local Authority Emergency Service involvement or neighbour or media interest.

All near misses.

 
	Works Manager / Team Leaders     


Appendix B (Sheet 1 of 4)

Injury Accident Report

Ref. No.




This form (all 4 sheets) must be given to your Team Leader or Manager on completion of this page.

	DETAILS OF INJURED PERSON

	Name
	
	Date of Birth
	

	Address (if not a “company name” employee) 


	Name of Employer (if a Contractor)
	

	Sex
	M / F
	Job Title
	
	Works Number
	

	DETAILS OF INJURY

	Type of injury (e.g. cut,
burn, scald etc.)
	

	Part of body affected
	

	Treatment given (either by self, First Aider or other person)
	

	ACCIDENT LOCATION

	Place of accident 
Any chemicals involved
	

	Date of accident
	
	

	Time of accident
	
	

	INJURED PERSON’S STATEMENT (If required, attach extra sheets, signed and dated)

	Signature ………………………………………….                    Date …………………………….
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Injury Accident Report



	WITNESS STATEMENT(S)  (If required, attach extra sheets, signed and dated)

A WITNESS MAY NOT ALWAYS BE AVAILABLE BUT WHERE ONE IS AVAILABLE HE/SHE MAY HAVE INFORMATION TO ASSIST THE INVESTIGATION

	Name (Capitals) ……………………………..    Company (if not “company name” ) ........................………
Signature ……………………………………..           Date …………………………


	Team Leader - PLEASE ASK / ANSWER THE FOLLOWING QUESTIONS

	(Circle the answer to each question)
Was the injured person carrying out an authorised task?                                       YES          NO       
Was there an established, written, procedure for this task?                                  YES          NO
Was the injured person following that written procedure?                                    YES          NO
Was the injured person wearing the specified protective clothing?                     YES          NO


	INVESTIGATORS QUESTIONS ( INVOLVE A MEMBER OF THE SAFETY COMMITTEE, IF ONE IS AVAILABLE )

	· Investigators Questions asked to all parties involved.  

1.

2.

3.

4

5.

6.
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Injury Accident Report
	· What was the immediate cause of the accident? - Please tick appropriate box(es)

	Substandard Actions
	Substandard Conditions

	Operating equipment without authority.
	
	Under the influence of alcohol / drugs
	
	High or low temperature extremes
	

	Failure to warn
	
	Improper use of equipment
	
	Inadequate or excess illumination
	

	Failure to secure
	
	Horseplay
	
	Noise exposure
	

	Operating at improper speeds
	
	Improper position for the task
	
	Radiation exposure
	

	Making safety device inoperable
	
	Servicing equipment in operation
	
	Inadequate ventilation
	

	Removing safety device
	
	Improper fitting
	
	Fire & explosion hazards
	

	Using defective equipment
	
	Substandard  Conditions
	
	Poor housekeeping
	

	Failure to properly use PPE
	
	Inadequate guards / barriers
	
	Congested or restricted action
	

	Improper loading
	
	Inadequate PPE
	
	Inadequate warning system
	

	Improper placement 
	
	Defective tools, equipment, substances
	
	
	

	· What was the immediate cause of the accident in your own words? ( What Happened ) (  facts  only)  


	· What was the basic cause of the accident?- Please tick appropriate box(s)

	1.1 Personal Factors
	Job Factors

	1.  Inadequate physical capability
	
	8. Inadequate leadership/supervision
	

	2.  Inadequate mental/psychological capability
	
	9. Inadequate engineering
	

	3.  Physical or physiological stress
	
	10. Inadequate purchasing
	

	4.  Mental or psychological stress
	
	11. Inadequate maintenance
	

	5.  Lack of knowledge
	
	12. Inadequate tools and equipment
	

	6.  Lack of skill
	
	13. Inadequate work standards
	

	7.  Improper motivation
	
	14. Wear and tear
	

	
	
	15. Abuse or misuse
	

	What was the basic cause of the accident?  ( Why did this happen )



	Team Leaders signature ..............................  Capitals ...................................... Date ........................ 
Safety Committee Member’s signature .................................... Capitals .........................................
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Injury Accident Report 

	FURTHER INVESTIGATORS QUESTIONS - REMEDIAL ACTIONS WHICH WILL BE TAKEN TO PREVENT A RECURRENCE OF THE ACCIDENT

	Action taken to prevent recurrence


	Target date for completion
	Action to be taken by
	Date completed

	Team Leaders signature ..........................................................               Date ...................................


Pass the Form to the  Works Manager  or Managing Director if unavailable )

	Works Manager decision - RIDDOR reportable?
	Yes / No      
	Signed

	MANAGING DIRECTOR’s QUESTIONS FOLLOWING COMPLETION OF INVESTIGATIONS

	Has the Investigation Committee identified further actions necessary to prevent recurrence?      YES  /  NO            If  YES, detail further actions below.  If   NO, close the Report.

	Action to prevent recurrence


	Target date for completion
	Action to be taken by
	Date completed

	Signed .............................Capitals ...................................................               Date ……………………  


	REPORT CLOSURE BY MANAGING DIRECTOR

	Signed ..........................................................              Date .............................


ACCIDENT REPORTING AND INVESTIGATION

Appendix C (Sheet 1of 4)
Non-Injury Accident Report
Ref. No.


This form (all 4 sheets) must be given to your Team Leader or Manager on completion of this page.

	NOTE: This form is also used for reporting near-misses
	Are you reporting a NEAR-MISS?      YES  /  NO                If YES, give details in the ‘What Happened’ box


	DETAILS OF PERSON MAKING THE NON-INJURY ACCIDENT REPORT

	Name
	

	Address (if not an “company name” employee)


	Name of Employer (if a Contractor)
	

	Job Title
	
	Works Number
	


	WHAT HAPPENED? (TO BE COMPLETED BY THE PERSON REPORTING THE INCIDENT)

	Date
	
	Time
	
	Location
	

	Describe exactly what happened. If any vehicles were involved give details of Reg. No, driver’s name  etc.     ( If required, attach extra sheets, signed and dated)


	Any chemicals involved
	

	Name of  reporter
	
	Signature
	
	Date
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Non-Injury Accident Report






	WITNESS STATEMENT(S)  (If required, attach extra sheets, signed and dated)

A WITNESS MAY NOT ALWAYS BE AVAILABLE BUT WHERE ONE IS AVAILABLE HE/SHE MAY HAVE INFORMATION TO ASSIST THE INVESTIGATION

	Name (Capitals) ……………………………..   Company (if not “company name”)………………………
Signature ……………………………………..           Date …………………………


	TEAM LEADER - PLEASE ASK / ANSWER THE FOLLOWING QUESTIONS

	(Circle the answer to each question)
Was the injured person carrying out an authorised task?                                       YES          NO  
Is there an established, written, procedure for this task?                                       YES          NO
Was the injured person following that written procedure?                                    YES          NO
Was the injured person wearing the specified protective clothing?                     YES          NO


	INVESTIGATORS QUESTIONS ( INVOLVE A MEMBER OF THE SAFETY COMMITTEE, IF ONE IS AVAILABLE )

	· Investigators Questions to be asked to all parties concerned. 

1.

2.

3.

4.

5.

6.
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Non-Injury Accident Report
                                      Substandard  Actions                                                                  Substandard Conditions
	Operating equipment without authority
	
	Servicing equipment in operation
	
	High or low extremes of temperature
	

	Failure to warn
	
	Using drugs / alcohol
	
	Inadequate or excess lighting
	

	Failure to secure
	
	Improper use of  equipment
	
	Noise exposure
	

	Operating at improper speeds
	
	Horseplay
	
	Radiation exposure
	

	Defeating safety device
	
	Improper fitting
	
	Chemical exposure
	

	Removing safety device
	
	Substandard Conditions
	
	Inadequate ventilation
	

	Using defective equipment
	
	Defective tools / equipment
	
	Inadequate guards / barriers
	

	Failure to properly use PPE
	
	Congestion, restricted actions
	
	Inadequate PPE
	

	Improper loading
	
	Inadequate warning systems
	
	
	

	Improper placement
	
	Fire & explosion hazards
	
	
	

	· What was the immediate cause the accident in your own words? ( What Happened ) (  facts  only)


	· What was the basic cause of the accident?- Please tick appropriate box(es)

	Personal Factors
	Job Factors

	8.  Inadequate physical capability
	
	16. Inadequate leadership/supervision
	

	9.  Inadequate mental/psychological capability
	
	17. Inadequate engineering
	

	10.  Physical or physiological stress
	
	18. Inadequate purchasing
	

	11.  Mental or psychological stress
	
	19. Inadequate maintenance
	

	12.  Lack of knowledge
	
	20. Inadequate tools and equipment
	

	13.  Lack of skill
	
	21. Inadequate work standards
	

	14.  Improper motivation
	
	22. Wear and tear
	

	
	
	23. Abuse or misuse
	

	What was the basic cause of the accident ?   (Why did this happen )


	Team Leaders signature ...........................Capitals ........................................ Date ........................ 

Safety Committee member’s signature ........................... Capitals ..............................................
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Non-Injury Accident Report 

	FURTHER INVESTIGATORS QUESTIONS - REMEDIAL ACTIONS WHICH WILL BE TAKEN TO PREVENT A RECURRENCE OF THE ACCIDENT

	Action taken to prevent recurrence


	Target date for completion
	Action to be taken by
	Date completed

	Team Leaders signature ..........................................................               Date ...................................


Pass the Form to the Works Manager (Managing Dir if unavailable)

	Works Managers decision - RIDDOR reportable?
	Yes /  No      
	Signed

	 MANAGING DIRECTORS QUESTIONS FOLLOWING COMPLETION OF INVESTIGATIONS

	Has the Investigation Committee identified further actions necessary to prevent recurrence?      YES  /  NO       If  YES, detail further actions below.  If   NO, close the Report.

	Action to prevent recurrence


	Target date for 

Completion


	Action to be taken by
	Date completed

	Signed .................................. Capitals ....................................................  Date …………………………

	REPORT CLOSURE BY OPERATIONS DIRECTOR

	Signed ..........................................................              Date .............................
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Appendix D 
Guidance for Investigators in Immediate Accident Investigation

1. Sequence of events.

· Person reports  Incident / Accident / Near miss to their Team Leader via the accident form.

· Investigator collects form from reporting person and asks for witness statement (s)   where available.

· Investigator convenes investigation meeting  to include

Investigator –  injured -  witness (s)  Works Manager. 

· Select chairperson and start the investigation.

· Record causes  (Immediate and basic ) and Actions to prevent recurrence.

· Pass completed form to Works Manager .

· When ALL actions are completed, Managing Director signs off form and copy of form added to H&S Committee agenda for discussion.

· Works Manager files completed form. 
Early reporting action

As soon as possible after the injured person(s) have returned from treatment, or after a non-injury accident (including a near-miss) has been reported and definitely before the end of the current  shift.  The Team Leader must get the injured person(s), or person(s) involved and/or witnesses to fill in the relevant sections of either the Injury or Non-Injury Accident Form, depending on which category the accident/incident falls into, including the writing of statements covering the circumstances. This is to ensure that the facts are captured whilst they are still fresh in the minds of those involved and before the facts become distorted by general discussion etc.

The Investigator should refrain from influencing those writing statements as the comments must be from those who were intimately involved with the accident or incident, and in their own words.

Except in circumstances where rescue and making the site safe are paramount after an accident or incident, no action should be taken which may destroy valuable evidence of potential use during subsequent investigations. Photographs of the scene may assist in the investigations into the accident/incident.  
Sketches of the scene will also be of use in recording the accident/incident scene for consideration at the subsequent investigation. 

2.
Subsequent reporting action
When the person(s) involved in the accident/incident, and/or witnesses, have made their statements the Investigator should then invite a member of the Works Safety Committee (if available) to accompany him/her during the initial investigations, and then:

a)  fill in the three sections covering Investigator questions, including the recording of the initial investigations carried out.  It must be recognised that it will be unlikely that the Immediate Cause will be the same as the Basic Cause. For example:
b)  Material is lost into a storage tank bund due to the failure of the bottom run-off valve.
The Immediate Cause is failure of the bottom run-off valve.

The Basic Cause, however, could be one or more of several things such as:
* A lack of maintenance of the valve mechanisms
* Damage following mal-operation 
* Damage following impact
* External or internal corrosion
* Wrongly-specified valve for the duty it is performing.

It is very important that the basic cause(s) are discovered by appropriate and thorough investigation, so that corrective actions can be put in place to prevent recurrence.

During the initial investigations into the accident/incident it is important that this is done in a ‘no-blame’ manner. This does NOT mean that the individual who may have been involved with the accident/incident will not be held responsible if subsequent investigations show that he/she had a direct impact on the situation, but should ensure co-operation from those who were involved at the time. Any disciplinary action which may arise as a result of the accident/incident will follow at an appropriate time, once the situation has been returned to normal and any lessons learned have been applied.


c)  Consider any remedial actions which can be quickly taken to prevent a recurrence of the accident. For example:

Any accident has happened involving someone being hit by an unsecured door blowing open in the wind. Immediate remedial action to prevent recurrence could be as simple as arranging for the urgent repairs to a faulty door closer or lock mechanism. In other words, if the repair is simple and quick, get it done immediately.


d)  If the basic cause requires engineering work or a re-design of a piece of equipment, the immediate remedial action could take the form of arranging for the faulty item to be taken out of service and barriers erected etc.


e)  attach any supplementary papers, including additional statements not able to be fitted onto the Form, to the Injury or Non-Injury Accident Form.


f)  pass all the papers to the Works manager who will decide on any further investigations which may be necessary to determine the immediate and basic causes in those cases where it has not been possible for the Team Leader to make a judgement. The investigation, at whatever level is decided upon, will recommend any further actions necessary to prevent the recurrence of the accident/incident.
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Appendix E 
Action List

This Action List refers to identified deficiencies in Issue 01, Revision 0, of the above S.O.P. Following discussions with “named person” on “date” it was agreed that the most acceptable method of progressing these would be to identify the deficiencies by appropriate comment in the body of the S.O.P. and generate an Action List for consideration. This allows the training in and implementation of the S.O.P. in its current state to be progressed in parallel to these suggested actions.

As each Action is sanctioned and implemented by “company name”, the S.O.P. should be updated and issued, having communicated and trained (where necessary) staff in the revised Procedures. Formal re-issuing with an advanced revision number will show continuous improvement. Such training should be formally recorded.

Action 1:
There will be a definite training requirement for most of those whose role will be to carry out the 

initial investigations. The differences between Immediate and Basic causes is not always obvious 

                             to the untrained and inexperienced investigator and it is very easy to draw the wrong conclusions 

                             and hence implement erroneous corrective actions.

Action 2:
The existence of a formal Accident Report, together with the Minutes of any further Investigation 

Committee, is crucial in allowing the Company to demonstrate its commitment to safe working 

practices.  A well-structured investigation and subsequent report, followed by communication of, 

and action on, any shortcomings or learning points will enable the company to ensure it learns 


from its mistakes.

Action 3:
There may also be a training need for those identified in the S.O.P. as having responsibility for 


chairing the various levels of Investigation Committees.

Action 4:
Appropriate filing systems will need to be set up in order to bring structure to the reporting 


procedures set out in the S.O.P.

Action 5:
The setting up of a Health & Safety Liaison Committee which will help to comply with the 

                             Health and Safety (Consultation with Employees) Regulations 1996.                  (Completed)


