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Introduction
The purpose of incident/ hazard reporting is to work out the underlying causes of the incident/hazard which will; 
· prevent any incident that may result from the hazard, 
· correct the problem and to prevent a recurrence
· allow analysis of data.

Scope
This procedure applies to all ${legalname} workers, contractors and visitors who experience an accident/incident or identify a hazard whilst at work or in a ${legalname} controlled workplace or while undertaking duties for ${legalname}.  It also outlines the statutory reporting of notifiable incidents under the WHS Act 2012 and reportable notifiable diseases a mandatory requirement under the Public and Environmental Health Act 1987.

Definitions
Accident - means an unplanned occurrence or incident that causes or contributes to personal ill health, injury or damage to property or the environment.
Incident – an event that causes or could cause harm (injury, illness or damage) to persons, plant, material or the environment. An incident for the purpose of this procedure will include a ‘near miss’. 
Hazard – a situation or thing that has the potential to harm a person, the environment or damage to property.
Corrective action -is action taken after an incident to correct the problem and to ensure that a repetition will not occur.
Near Miss - is defined as any occurrence that might have led to injury or illness to people, danger to health and/or damage to property or the environment
Notifiable incident
· the death of a person; or
· a serious injury or illness of a person; or
· a dangerous incident.
[bookmark: _Toc261422633][bookmark: _Toc295461963]	Serious injury or illness is an injury or illness requiring the person to have:
· immediate treatment as an in-patient in a hospital; or
· immediate treatment for:
· the amputation of any part of his or her body
· a serious head, eye, spinal injury or laceration 
· a serious burn
· the separation of his or her skin from an underlying tissue (such as degloving or scalping) 
· the loss of a bodily function
· medical treatment within 48 hours of exposure to a substance,
· illness in accordance with Regulation 699 i.e. infection as a result of microorganisms, communicable diseases as a result of treatment or care to a person and zoonosis.
[bookmark: _Toc261422634][bookmark: _Toc295461964]Note: see Section WHS Act 2011 S 36 
Dangerous incident is 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:
· an uncontrolled spillage or leak of a substance
· electric shock; or
· the fall or release from a height of any plant, substance or thing; or
· the collapse, overturning, failure or malfunction of, or damage to, any plant authorised under  the regulations; or
· the collapse or partial collapse of a structure, excavation, shoring
· the inrush of water, mud or gas in workings, in an underground excavation or tunnel; or
· the interruption of the main system of ventilation in an underground excavation or tunnel; 
Note: see WHS Act 2012 S 37 for full details 
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Roles and Responsibilities
Managers/Supervisors are responsible for:
· reporting and investigating hazards/incidents in their area of responsibility and accountability 
· implementing identified risk control measures to prevent recurrence of hazards/incidents 
· consulting with workers in relation to the measures to be taken to prevent recurrence of hazards/incidents. 
· notifying SafeWork SA about any notifiable incidents as soon as possible

Workers are responsible for:
· reporting hazards/incidents to their supervisor or manager, as soon as possible after the event 
· participating in the development of appropriate risk control measures to prevent recurrence of hazards/incidents 
· using risk control measures as required and any other action taken, which is designed to protect health and safety. 

Procedure
Hazard Identification and Reporting 
Hazards that are identified and unable to be eliminated or removed immediately are to be reported on the Hazard Report Form WHSFOR-329A and forwarded to the supervisor.
The supervisor examines the report, consults with the worker and investigates circumstances surrounding the reported hazard and implements an agreed corrective action.

Incident Reporting and investigation
Whenever an illness, injury, incident or near-miss occurs within the work area it is important that this procedure is followed:

1.	Immediate response
· The person in charge must take immediate action (with due regard to their own safety) to prevent further damage or injury occurring and to provide immediate assistance to any injured personnel, eg call for outside assistance or expert medical advice.
· Securing of Site (in the case of a notifiable incident) –
· The site of the incident must be made safe to prevent further injury, accident or incident or undue damage to site
· The site of the incident must then be secured to ensure that it is not disturbed until permission is given by the SafeWork SA inspector

2.	Reporting
· All illness, injuries, hazards or incidents must be recorded on the accident/incident form. 
· The worker must report the incident to the supervisor as soon as practicable after occurrence. 
· Where there is an notifiable incident (as defined above and in the WHS regulations 2012) the Senior Manager must be notified immediately, who will then arrange for notification of Safe Work SA  by the fastest means possible, as soon as reasonably practicable. SafeWork SA emergency report line is accessible 24 hrs per day on 1800 777 209.

3.	Investigation
On receiving a report of an accident the supervisor must conduct an investigation. This should be done as soon as possible but within 24 hours of the incident otherwise useful evidence/information could be lost. The Investigation should be conducted by a team of two people minimum with one of those being the supervisor or manager. On completion of the investigation outcomes and required actions should be completed within the specified time frames. The process below should be followed;

 The Accident/Incident Investigation Process
1. An immediate inspection of the site should be conducted. This inspection should provide an objective assessment taking into account the severity of the incident in both human and financial terms.
2. Analyse the environment prior to the occurrence. This may include,
·  The system of work being carried out.
· Instructions for the work. Was there any deviation from these?
· Workplace conditions such as lighting, floor surface, stair treads, warning signs, weather conditions if the incident occurred outside.
· Location of the incident
· Materials used or handled 
· Transport or equipment used.
3. The incident
· Personnel involved/ experience/training
· Witnesses
· What happened 
· Time of the incident
· What equipment / substances was being used
4. Following the incident
· Result of the incident - Injury or damage
· Rescue procedures
· Any events which contributed to worsening of injury or damage

The outcome of the investigation should:
· Identify causes, such as design, environment, behavioural or management factors
· Identify problem areas or particular hazards
· Recommend corrective action
· Provide information that can be used as a preventative tool
· Provide management, supervisors, health and safety representatives and committees with data about health and safety problems
· Provide information that can be used to analyse the need for specific programs

References
Work Health & Safety Act 2012 (SA)
Work Health & Safety Regulations 2012 (SA)
Code of Practice – How to Manage Work Health & Safety Risks 
AS 1885.1 Workplace Injuries and Disease Recording Standard.

Forms
WHSFOR-403 Incident Report & Investigation Form
WHS FOR -329A Hazard Report Form
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