3.6.2

Incident Investigation
The purpose of investigating an incident is to avoid the possibility of a similar incident occurring again, by finding out the cause. Once the contributing factors have been determined, logical action to eliminate or control the cause can be taken. When an incident occurs, it points to the fact that something went wrong. If nothing is done to correct the situation, it could happen again.

During an incident investigation it is important to:

· not automatically assign blame

· ask questions to establish the facts

· identify essential factors (design, environmental, behavioural, management)

· draw conclusions (what systems failed, what does the system do, which people failed, what is the purpose of the people's action, what could we do instead?, what specifically in the system triggered the accident/incident)

· Write reports (including description, key contributing factors, underlying contributing

· factors, control measures, monitoring, evaluation and review).

Ten steps to investigating an incident

1. Ensure any injured workers have received appropriate medical attention and no one else is put at risk at or near the scene of the occurrence.
2. In the case of a serious incident, secure the scene - keep everyone away from the immediate area unless they are there in an official capacity (eg, emergency personnel, inspector etc.) - the scene should remain undisturbed until all the facts are collected. 
3. Again, in the case of a serious incident, cooperate with officials at the scene (emergency services personnel, inspectors, specialists taking evidence or measurement)
4. Record physical evidence first - collect information such as:

· location of the injured worker(s) at the time of the occurrence

· equipment in use at the time

· substances in use at the time

· safety devices or controls in use at the time

· position of appropriate guards

· position of controls for any machinery involved

· damage to equipment

· state of housekeeping in the area

· environmental conditions such as weather, lighting, noise levels, temperature.

Take notes of the scene - photographs, sketches and diagrams may be useful.
5. Personally interview everyone involved - the injured worker if possible, witnesses, nearby workers, anyone in the area at the time. Conduct interviews as soon as possible after the occurrence whilst their memory is still fresh. Keep a written record of the interview.
6.  Gather the procedures and safety policies for the area.
7. Compile a maintenance history of any plant or equipment involved.
8. Review all potentially useful information about the workplace, equipment, procedures, designs, specifications, drawings, information from manufacturers and suppliers.
9. Note the facts about:

· events leading up the occurrence including systems of work being used, instructions,

· lighting, housekeeping, floor surfaces, stair treads, handrails, temperature, the exact

· location of the occurrence etc

· the occurrence itself, such as the state of the system and the actions at the moment of the occurrence, the worker(s) directly involved and those involved at a distance, the tools, equipment, materials, fixtures etc

· what happened after the occurrence - the injuries/damage that directly resulted, the events leading to consequential injury or damage, and the people involved including those who rendered first aid.
10. Analyse the investigation and write the report.
It is often useful to have a checklist ready to assist the team to record facts as they go through the process of investigation. A sample checklist has been provided below.
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	Incident Date
	
	Investigation Team Leader
	

	Team Members


	
	
	

	Work Injury Report (WIR) Number:
	
	WIR Prepared by
	


	Person Involved


	
	[   ] Full Time Employee

[    ] Part Time Employee

[    ] Operator

[    ] Contractor

[    ] Visitor Other



	Department


	
	

	Supervisor
	
	


	PART B – Processes, Procedures, Activities

	Task being carried out:



	What Work Procedures were applicable to the activities leading up to the incident? (Please list)
	

	
	

	
	

	Was any procedure breached? 

[Yes][No]   

(Describe breach if Yes)


	

	Have there been any risk assessments in the past that deal with the tasks, plant or equipment, or process involved? (Please list)
	

	Were all hazards identified controlled?

 [Yes][No ]   

(Please detail if No)


	


	PART C – Plant & Equipment

	What plant and/or equipment was involved in the incident?


	

	Were there any defects prior to the incident?


	

	Were there any outstanding maintenance request relating to the plant or equipment involved? 
	

	Were any safety devices fitted to the equipment involved? What were they? And did they function properly?
	

	Were there any other Plant and Equipment Issues?


	


	PART D – Work Environment

	If any question below is answered ‘Yes’ please provide details in right hand column.

	Was poor lighting an issue 

[Yes][No]
	

	Was noise an issue 

[Yes][No]
	

	Was cold or heat an issue 

[Yes][No]
	

	Was there a slip hazard 

[Yes][No]
	

	Was there a Trip hazard 

[Yes][No]
	

	Was there a Manual Handling hazard 

[Yes][No]
	

	Was the workplace congested [Yes][No]
	

	Were there any other work environment issues?

[Yes][No]
	


	PART E – People Involved

	Please provide details in right hand column.

	Were the people involved in the incident authorised to perform the task 

[Yes][No]
	

	Were the people involved in the incident competent to perform the task 

[Yes][No]
	

	Are there records in the employee’s files to confirm competency?

[Yes][No]
	

	Is there anything to suggest that any of the people involved were unfit to work, including drug/alcohol issues?

[Yes][No]
	

	Did the employee use PPE as required for the task?

[Yes][No]
	

	Did all persons involved in the incident adhere to all applicable rules and procedures?

[Yes][No]
	

	Had all necessary instructions and information been provided ?

[Yes][No]
	


PART F – Risk Assessment

Please assess the risk of a similar incident occurring in the future. Your assessment must be based on what the outcome could be, not on what the outcome was in this incident. (Please circle the risk value determined)

	PART G – Suggested Corrective Action

	Suggested Corrective Action
	Suggested Responsibility
	Urgency

(Hi, Med, Low)

	
	
	

	
	
	

	
	
	

	
	
	

	Final Comments:




Signed by Investigator (Investigation Team Leader): ___________________Date______

REVIEW

	
	Comments
	Signed
	Date

	OHS Manager


	
	
	

	Line Manager Responsible for Area
	
	
	

	Plant Manager


	
	
	





CONSEQUENCES





1 Fatality etc


2 Serious LTI


3 Moderate LTI


4 Minor LTI


5 No Lost Time





PROBABILITY





A Common/Frequent


B Is Known to Occur


C Could Occur


D Not Likely to Occur


E Almost Impossible
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