Occupational Health & Safety Program

INCIDENT INVESTIGATION
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SCHOOL DISTRICT NO. 22
(VERNON)
HEALTH AND SAFETY
Incident Investigation

1.0 Introduction
The Incident Investigation component of the districts Health and Safety program aims:
1) To determine the immediate and basic causes of an incident, and
2) To take corrective action to eliminate or correct these causes and to reduce the potential of a
future recurrence of the incident.
The intent of the investigation is not to fix blame on those involved in incidents. More importantly, the
identification of immediate and basic causes, management control functions, and education resulting from
the occurrence is the primary objective.
In the reporting, investigation, and analysis process, there are three (3) basic facts to remember:


Incidents are caused;



By identifying and eliminating causes, future incidents can realistically be prevented; and



Unless the causes are effectively eliminated and/or additional control measures are adopted, the
same incidents will likely occur again.

All near misses and incidents that have caused injury, loss of product, damage to property, or downtime
must be reported immediately. An investigation will be conducted to identify the root cause(s) for high
risk incidents and to recommend actions to prevent recurrence.
The investigation of an incident will be proportionate to the loss potential. As the degree of loss potential
increases, so will the degree of investigation.

2.0

Scope

The incident investigation element of this program applies to all District 22 facilities and those working
within them. It applies to occupational related incidents which include the following:





An employee suffers a workplace injury
There is potential for causing serious injury to an employee
Property damage has occurred
Major release of a hazardous substance

Definitions
 Incident
Someone hurt, something broken, something spilled or released, something shutdown
unintentionally.
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Near Miss

An event, whereby under slightly different circumstances, there could have been an actual
incident in which a loss or injury was incurred. Sometimes referred to as a “close call”.



Hazard

A source of danger; a potential for loss or injury; a condition or practice with the potential to
cause physical harm to a person; a loss of product; damage to property; or facility downtime.



Notification

Refers to an immediate action of reporting (by the most rapid means, usually directly in person or
by telephone).



Investigation

Refers to a detailed review of the circumstances leading up to, and including, the event. The
investigation shall be initiated as soon as practicable, and depending upon the magnitude of the
event, could take weeks to complete. As well as documenting the basic and immediate causes,
incident investigation requires a more in-depth review by identifying the root causes and indirect
contributing factors.
 Lost Time Incident (LTI)
A lost time incident (LTI) is an incident where a physician directs the injured to remain
away from work longer than the day of the incident.
 Medical Aid (MA)
An injury requiring treatment by a physician beyond simple first aid care but does not
result in time lost from work beyond the day of the injury is classified as a Medical Aid
(MA).
 First Aid (FA)
A first aid is when a qualified person renders immediate treatment and the worker
immediately returns to work.

3.0

Responsibilities

3.1.1 District Responsibilities





To ensure that all employees are aware of the requirements to report incidents and injuries;
To ensure that investigations are undertaken when required;
To ensure that all those conducting investigations are adequately trained;
To ensure that recommendations are followed up on.
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3.1.2 Immediate Supervisor








Provide assistance to the employee as necessary
Preserve the scene until such time as the incident investigation is complete
Immediately inform the District Occupational Safety Officer when made aware of any lost
time, treatment beyond a first aid or any other “serious” incidents as illustrated by
WorkSafeBC
Inform the District Occupational Safety Officer of any updates to the employee’s status
Complete Form 7 Employers report of Injury or Occupational Disease and submit to the
District Occupational Safety Officer
Complete an investigation as required
Review the incident with the employee to prevent a re-occurrence

3.1.3 Safety Officer







Monitor that accident investigations are conducted anytime an employee injury report form is
completed, monitor that the required investigation form is completed and that the
investigation includes recommendations as well as corrective actions
Where reports are incomplete or where inadequacies are noted, return the report to
it’s original author for further follow-up
Provide assistance and/or conduct follow-up on reports as necessary
Act as a resource to staff
Assist in major investigations
Report incidents to the appropriate agency as required

3.1.4 First Aid Attendants Responsibilities




To treat all injuries in an appropriate manner;
To ensure that injured workers notify their immediate supervisor or make the appropriate
notifications when the injured person is unable
To complete all reports as required.

3.1.5 Injured Persons Responsibilities






To report all incidents and injuries;
To cooperate with the investigation team;
To complete all reports as required
Keep their supervisor or the employer up to date on the status of their injury
Cooperate with WorkSafeBC and the School District for a safe return to work in the event of
lost time from work and/or medical restrictions

3.1.6 Health & Safety Committee Responsibilities




To assist the employer with investigations when requested;
To ensure that recommendations resulting from investigations are acted upon in a timely
fashion;
To study statistics of incidents/injuries and make recommendations to the employer.
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First Aid Flow
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Medical Aid Flow
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6

Near miss Reporting

A near miss is an unplanned event that did not result in injury, illness, or damage – but had the potential
to do so. Only a fortunate break in the chain of events prevented an injury, fatality or damage; in other
words, a miss that was nonetheless very near. Synonymous phrases to "near miss" are "close call", or
"nearly a collision. By reporting and investigating near miss situations we can take a proactive approach
to dealing with potentially unsafe conditions.
Studies indicate for each serious result there are 29 minor and 300 near-misses which go uncorrected.

NEAR MISS REPORTING, INVESTIGATION
AND APPLIED CORRECTIVE ACTIONS

=
REDUCED MINOR AND MAJOR INJURY
INCIDENTS

Near misses will be reported to the workers supervisor and investigated as required. The level of
investigation will be dictated by probability and potential impact. The Incident / Near Miss / Hazard Id
form will be used to document the event.

7

Non Injury Incidents

Will be documented on the Incident / Near Miss / Hazard Id form and investigated as required.

8

Who Should Investigate?

Investigations are to be conducted by persons knowledgeable about the type of work involved, with the
participation of the employer or a representative of the employer and a worker representative, the
Principal or supervisor in charge of the area and/or personnel involved. A member of the Joint Safety
Committee will assist in the investigation and the Principal or the Director of Facilities will ensure that
the appropriate corrective actions take place. As the investigation can be rather complex, there will be
training for investigation techniques for those involved in conducting investigations.

9

Investigation procedure

1. Secure the scene to minimize the risk of any further injury. While approaching the accident scene,
analyze the situation and take suitable action to prevent further deterioration.
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2. Ensure the injured are cared for. Make sure that the injured workers are properly cared for before
starting the investigation.
3. Keep the accident scene as undisturbed as possible. The Act provides that the scene of an accident must
not be disturbed except to the extent necessary to attended to people who have been injured, to prevent
further injuries or death or to protect property endangered as a result of the accident.
4. Make an accurate record of the accident scene. Photographs of the accident scene should be taken,
drawings made, and measurements checked for reference in future discussions.
5. Identify and interview all witnesses separately and individually as soon as possible.
6. Record all information accurately.
7. Start the incident investigation report.

10 Corrective Action
In order to ensure that remedial action is completed in a timely manner, it is critical that these
actions are listed on a Corrective Action Register or inputted into the Work Order process, and
reviewed regularly for progress. As actions are completed they should be signed off. Actions that
are delayed in being performed must be reviewed by management and moved up in priority
accordingly.
A key person to be responsible for coordination of all corrective actions resulting from incident
investigations. The key person will oversee insertion of the corrective actions into the work plan
and final completion.

11 Communication
Besides ensuring that the corrective action items are promptly addressed, it is important that all workers,
especially those directly involved with the incident, are informed of the results of the Incident
Investigation. Effective communication to employees of incidents is one of the most important controls
that can be used to prevent recurrences of events. This communication can be presented in the form of a
Safety Meeting, or could be contained within an employee memo. All reports and investigations will go
to the District Occupational Health and Safety Committee for review.
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12 References
Workers Compensation Act – Part 3 Division 10 Accident Reporting and Investigation
Link:
http://www2.worksafebc.com/Publications/OHSRegulation/GuidelinesWorkersCompensationAct.asp?Re
portID=34785http://www2.worksafebc.com/Publications/OHSRegulation/GuidelinesWorkersCompensati
onAct.asp?ReportID=34785

Workers Report of Injury or Occupational Disease to Employer (Form 6A)
Link: http://www.worksafebc.com/forms/assets/PDF/6a.pdf
Employers Report of Injury or Occupational Disease (Form 7)
Link: http://www.worksafebc.com/forms/assets/PDF/7.pdf
Employer Incident Investigation Report
Link: http://www.worksafebc.com/forms/assets/PDF/52E40.pdf
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13 Appendix 1 – Workers Report

14.0 Appendix 2 - Supervisors Documentation for medical aid

15.0 Appendix 3 - Employer Incident Investigation Report

16.0 Appendix 4 - First Aid Attendant documentation

LETTER TO WORKER

Date
Dear

We are sorry to hear of your recent injury. We are providing you with our return-to-work
information package that includes:
1. A Letter to Physician explaining our injury management program
2. A Stay-at-Work/Return-to-Work Planning Form for your physician to provide
information regarding any limitations for your return-to-work plan.
Please take this information to your physician on your first visit, and have him/her
complete the Stay-at-Work/Return-to-Work Planning form.
After your appointment, please return to the worksite with your completed form. Your
supervisor will meet with you and develop your return-to-work plan with any
recommended modifications to your job duties.
Should you have any questions or concerns, please call (employer contact) at (phone
number).

Sincerely,

LETTER TO PHYSICIAN

Date
Employee’s name

Dear Dr.

As part of our stay-at-work/return-to-work program we have modified or alternate
duties available for our employees.
Your recommendations regarding any temporary functional limitations your patient may
have will assist us with providing the most suitable work accommodations during your
patient’s recovery.
After examining (worker's name) please complete the Stay-at-Work/Return-to-Work
Planning form and give it to your patient to return to us.
If you have any questions and/or concerns, please contact me at (phone number).
Should there be a cost associated with completing the Stay-at-Work/Return-to-Work
Planning form please send an invoice to _______________________.
(employer’s contact)

Sincerely,

(employer)

17.0 Appendix 5 - Incident/Hazard ID/Near Miss

17.0 Appendix 6 - Additional tools
WITNESS STATEMENT
Witness Name:

School Name:

Department:

Location:

Date:

Time:

Address:

City:

Postal Code:

Phone:

(

)

Witness Signature:
If more space is required, please use reverse side and/or obtain another form from the investigator.

INCIDENT SKETCH MAP
Claim Number
On Street or Road Building
Show North by Arrow

At Intersection



In Location
Hour

Scale
Month

Day

20

Reported by

Indicate on this diagram what happened:

Please see reverse side

SKETCHING CHECKLIST
By eliminating irrelevant details and adding measurements, you can often sketch a scene more clearly than you can
photograph it.
The following points will make sketching for Incident maps easy without sacrificing accuracy:
1. Use squared paper. Let each square represent a fixed distance such as a foot and write the scale at the top of the
sketch.
2. Use a strip of squared paper to measure diagonals on the sketch.
3. Locate each important object with a rough outline.
4. Label large objects inside their outline. Label small objects outside their outline with an arrow to the object; the
arrow should just touch the object.
5. For maps with a lot of detail, use a sketch log. Use double letters to identify reference points and single letters to
identify items of evidence.
6. Indicate distances of movable objects from at least two fixed points. Logs for detailed maps have columns for
measurement data.
7. Include a north arrow in each sketch.
8. Mark camera positions by a letter inside a circle. Later the appropriate letter should be used on each print.
9. Identify the sketches with a label, data box or on the back just as you would a photograph

SEQUENCE OF EVENTS RECORD

Date

Time

Description of Action Taken and Persons Involved

Initials

