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Hazard and Incident Management Procedure
Purpose
The purpose of this policy is to ensure that workplace hazards and incidents are recorded and investigated to identify root causes and to support the prevention of future incidents, injury or illness.

Scope
This procedure applies to all workers, contractors, students, and volunteers who undertake work within the business.

Responsibilities
Employees and Contractors are responsible for:
· Adhering to the requirements of this procedure or related policies
· Reporting hazards and incidents using the correct reporting method and in a timely manner
· Having responsibility to take reasonable precautions for their own safety and health and that of others.

Managers are responsible for:
· Ensuring all workers are trained in the correct method to report an incident or hazard
· Leading incident investigations in a timely manner
· Implementing corrective actions to prevent future incidents

Equipment and Materials Required
Inspection checklists, Risk Assessment templates, Safety Champion log in and access to report and manage hazards and incidents.

Procedure
1. What is an incident or hazard
	Incident
	Is described as ‘any unplanned event’ which (a) results in an injury, or (b) has a potential for injury, ill health, damage or other loss (e.g. a near miss / dangerous occurrence) 
Example 1 - A worker was accessing shelving using a ladder.  As the worker was descending, they missed a rung on the ladder causing them to lose balance and fall.  The worker sprained their ankle and required medical treatment

	Hazard
	Is often described as anything in a workplace that has the potential to harm a person or cause damage to the environment or property.
Note: The terms ‘hazard’ and ‘risk’ are often used interchangeably, and the example below simply explains the difference between the two.



2. When should incidents or hazards be reported
All injuries, accidents, and near misses must be reported as soon as possible and preferably before the end of the shift where the incident occurred.
All hazards should be reported to a Manager or person with Key Safety Responsibilities and recorded in Safety Champion.
In all incidents resulting in an injury/illness, the priorities that must inform decisions made by a [Business Name] worker are listed below in order of importance:
	1
	Assess the situation for any danger prior to assisting an injured or ill person. Where safe to do so, contain any hazards that may cause further harm (e.g. tie up horse, isolate power etc)

	2
	If safe to do so, help the person and/or obtain help from trained personnel (e.g. First Aid Officer, Emergency Services)

	3
	Ensure the safety of any other persons who are nearby the incident site (e.g. ensure they remain at a safe distance)

	4
	Where possible (and if relevant) preserve the incident site and any evidence for any investigation that may be required.  Investigation of the incident site may be warranted (depending on the severity of the incident) or required by a Regulator. Where possible collect witness statements as soon as safe to do so.

	5
	Complete an Incident Report Form and enter details into the Incident Register

	6
	If required, a Manager or a nominated representative will report the incident in accordance with this Procedure



3. Incidents not resulting in an injury
For incidents that do not result in an injury or illness (e.g. near-miss, property damage etc.), workers present at the scene must take all reasonable steps to ensure the incident does not recur or escalate and follow the steps below:
	1
	Ensure the safety of any persons who are nearby the incident site (e.g. ensure they remain at a safe distance)

	2
	Where possible, preserve the incident site and any relevant evidence for any investigation that may be required

	3
	Report the incident in accordance with this Procedure (e.g. contact Line Manager, report to the Safety Regulator (if applicable and only if authorised to do so) and complete an Incident Report in Safety Champion.





4. Incident Investigation
Investigation of an incident is vital to prevent recurrence.  The primary purpose of incident investigation is to understand how, and why, an incident occurred and to identify ways of preventing recurrence. When analysed, information gathered during the investigation will inform recommendations for actions to prevent recurrence.
Incident investigations will be coordinated by a manager with the support of relevant parties (which may include external consultants) as directed by the manager. The results of the investigation will be documented in Safety Champion. If Safety Champion is unavailable or unable to be accessed for any reason, the incident should be reported on an incident report form and entered into Safety Champion as soon as able to do so.
Once actions to address the hazard or incident have been developed, the person completing the investigation must ensure that accurate details of the corrective actions to be taken are recorded in Safety Champion. If hazards remain uncontrolled or continue to present low, medium or high risk, these should be recorded in the Risk Register for continued monitoring.
Following implementation of any corrective actions, the actions taken should be monitored and reviewed for effectiveness.
5. Notifiable incidents / Reporting to the Regulator
The Work Health and Safety Act 2011 sets out what sort of incidents are notifiable to WHSQ. An incident is notifiable if it arises out of the conduct of a business or undertaking and results in the death, serious injury or serious illness of a person or involves a dangerous incident
In general, notifiable incidents include:
· Death of a person
· Serious injury or illness of a person
· A near miss (where dangerous occurrence criteria has been met)
· Serious Electrical incident 
Note: In the event of an incident meeting the criteria as a ‘notifiable incident’, other than to assist an injured person or remove an immediate threat, the worksite must be preserved until the Safety Regulator advises otherwise.






	As per Work Health and Safety Act 2011

	Section 35: What is a notifiable Incident? In this Act a notifiable incident means: 
a) the death of a person; or
b) a serious injury or illness of a person; or 
c) a dangerous incident.
Section 36: What is a serious injury or illness? In this part 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 de-gloving or scalping); or 
(vi) a spinal injury; or 
(vii) the loss of a bodily function; or 
(viii) serious lacerations; 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.
Section 37: What is a dangerous incident? In this part dangerous incident means an incident in relation to a workplace that exposes a worker or any other person to a serious risk to the 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) [bookmark: _Toc26861145][bookmark: _Toc31275726]any other event prescribed by the Regulations; but does not include an incident of a prescribed kind.



Safety Considerations
· A Return to Work Coordinator must be appointed to support injury management procedures
· Hazard and incident training and ongoing refresher training should be provided for all team members
· Schedule ongoing reviews of the incident and hazard register and annual review of the risk register.

Troubleshooting / Notes
· Promote a safety culture by encouraging reporting incidents and hazards
· Engage workers in incident investigations and when determining corrective actions


References 
· Work Health and Safety Act (QLD) 2011  
· Work Health and Safety Regulation (QLD) 2011 
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