Supervisor's Accident Investigation Report
(Completed by Supervisor of Infured Employee)

Company Address

Name of Injured Employee | Dept Position How long in position?

Date of Accident Time of Accident® Nature of Injury

Tnjury Resultedin: 0 Tnjury OFamliy 0 Pmperty Damage (specify)

Medical Treatment Days Lost Time?
0 Mone 0 Fist Aid OEMT ot Pammecic ODoctorarClimc CHospital ‘

Diug Vested? o Yes o No Aloohol Tested? o Yes o No

What was the injured employee doing at the time of the accident?

T i the aocldent oeaur (bricf description)?

What environmental factors (unsafe conditions) contributed to the accident? (see next page for examples)

\What behavioral faictors {unsafe ads) contributed to the accident? (seenext page for examples)
-

What comective actions can be taken to prevent recurrenee? (see next page for exarnples)

What cosrective actions have been talsen 1o prevent recurrence?

Names of Wimesses

Supervisor Date Reviewed bys Date
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Section 4 - Accident Management

A, Accident & Near Miss Reporting Procedures
If you have a near-miss situation while working, notify your supervisor immediately. The situation
will be investigated and corrective action implemented to prevent future injury. Employees and
witnesses must fully cooperate in the investigation. If youare injured on the job:

a. Contact your supervisor, of the nearest coworker (who should notify a supervisor) if you
are unable to contact your supervisor due to the severity of your injury.

b, The designated employee who s trained in first-aid and/or CPR should be immediately
notified to assist in the situation.

¢. First aid kits, which are prominently displayed throughout the workplace, should be
mmade available and medical supplies promptly refilled (by the Safety Director).

4 Tf needed, the supervisor or his designee should transport the injured worker to the
company's designated medical facility to receive appropriate medical attention. A post-
accident drug and/or alcohol test will be conducted in accordance with the company's
Substance Abuse and a Drug Free Workplace Policy per the Employee Handbook.

e. Ifrescue personnel are summoried, the supervisor should delegate an individual to wait for
the rescue team and escort them to the injured employee.

£ All witnesses to the accident should be available to speak with the Safety Director andior
supervisor and cooperate in al! accident investigations.

g. The Safety Director should immediately notify the nsurance company of the accident and file a
workers' compensation claim.

Every accident or near-miss situation should be reported immediately. Injured employees and
witriesses to the accident will assist the supervisor in completing an accident investigation. Injured
employees must comply with the medical treatment provided by the treating physician,

cooperate with the insurance company and its designees, and abide by the company's return-1o-

work policy.

B. Accident Investigation

When an accident oceurs, it is an indication that something has gone wrong. Accidents don't just
happen, they are causcd. The basic cause(s) of accidents are unsafe acts and’or conditions. The

supervisor must investigate every aceident to determine the cause and to initiate corrective action to
assure that similar type accidents wall not recur from the same causes.

Supervisors should complete the following accident investigation form and submit a copy to
the Safety Director and Safety Committee for review. The Committee and/or Safety Director
<hould evaluate the corrective action taken or suggested by the supervisor and instruct if
additional changes should be made.
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Tips an acadent investigations:

1. Every accident is caused. Carelessness is not a cause, but the result of some deficiency. Telling
employees to be more carefiul will not eliminate the real accident cause.

2. An accident investigation is not a trial to find fault or to place blame. Its purpose is to find
accident causes so that corrective measures may be taken to prevent future accidents.

3. Most accidents result froma combination of human error (unsafe behavior) and a physical hazard
(unsafe condition). Do not overlook the possibility of multiple errors and hazards.

4. Don't stop at the obvious answer. For instance, a missing machine guard does not cause an
aceident. The accident happened because the operator entered the point of operation.

5 Determine why the operator did this and why-the guard was off the machine. Only by correcting
both problems can you prevent future accidents.

6. The accident investigation should be condueted as soon affer the accident as possible. Facts
should be gathered while the accident is fresh in the minds of those involved. If possible,
question every employce who was involved or witnessed the incident. Delay inferviewing
injured employces until after medical treatment has been received.

7. Other employees who did not witness the accident but work in the area, may contribute information
regarding the injured workers' activities prior to the accident and conditions at the time of the
accident.

8§ The accuracy and completeness of the information received from the injured worker(s) and witnesses
depends on how well the inferview is conducted. Supervisors should:

Put employees at case.

Ask what happened and how it happened.

Permit employees to answer without interruptions.

Show concern.

Remenmber, nothing is gained with criticism or ridicule.

Ask why questions only to clarify the story.

Repeat the story as you understand it.

Give the employee the chance to correct any misunderstandings that you have.

Photographs of the conditions as they exist immediately following the accident, including

photos of the damaged equipmient, are very helpful.

Damaged equipment should be removed or secured for future testing and used as evidence.

Take immediate action to correct any obvious unsafe conditions. Determine the bastc

accident causes and correct o recommend action to prevent reoccurrence.

- R S A

o
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Supplemental Information for completing
Note: Each accident will involve atleast one of the following ¢

the Accident Investigation Report

onditions as a contributing factor.

Environmental Factors (Unsafe Conditions)

Conditions Definition of Condition Suggested Comective Action

Unsafe procedures Tumrious Process, Management failed | A JSA (J ob Safety Analysis)

t rmake adequate olans for safety. B. Foxrmlation of Safe Procedures

Improperly guarded Work areas, machines, of equpment that A, Tnspectons '
are unguarded or inadequately guarded. B. Checking plans, bluepant,

purchase orders, contracts
and materials for safety

C. Tndude guards in crgmal desgn,
order 8 contract

D. Provide guards for existing
hazards

Defective through uise Buidings, rmachmnes, or equipment that A. Inspections
have become rough, slippery, sharp B. Proper Maintenance
edgred, wom, cricked, broken, or other- -
wise defective Through use or abuse.

Defective through design Falure to provide for safetyin the design, | A. Source of supply must be reliable
construction, and installagion of B, Checking plans, blueprints,
buildings, machinery, 8 equipment. Too riglscéf&t:%mﬂm, &
| it t str mate or sarety

arg, o0 smal, ot strong enough C. Correction of defects

Unsafe clothing or personal Management's fashure to provide or A, Provide safe apparel or personal

protective equipment speaify the use of goggles, respirators, protective equipment.
safety shoes, hard hats, 8cother articles of B. Specify the use of non-use of
safe dress or apparel. certain apparel or profective

equiprnent on certain jobs.

Unsafe housekeeping facilities Unsuttable layout or lack of equpment A Provide suitable layoutand
necessary for good housekeepiang (e equiprment necessary for good
shelves, boses, bins, aisle markers, etc.) housekeeping,

Improper ventilaton Poorly or notventilated area A limprove ventilation

Improper illumination Poctly or not fluminated area A Tmprove dumination

Behavioral Factors (Unsafe Acts)
Factor Definition of Factor Sugypested Corrective Action
Lack of knowledge or skill Unaware of safe practice; _unpmcﬁced A. Job Training
or iunsdkxl]ed. Not propedy instucted or | B. Improved hitng practices
traned.
Tmproper aftiticke Worker was properly trained and A. Supervision
instructed, but fadled to follow B. Discipline
nstructons. . Improved hiring practices
Physical Deficiencies Worker bas rnpaired eyesight or hearing, A. Pre-employment physicals
heart trouple, hernia, previcus injuries, | B. Periodic physicals
et C. Proper placement of workers
D. Icentification of workers with
temporary physical deficiencies
Subsiance Abuse Worker was under the mnfluence of A DrugFiree Werkplce Policy wath
(llegpl or prescribed) drugs o alcohol drug/aleohol testing
while completing task. B. Discipline
C. Reha%ilimtion
26
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Self-Inspection Check List elof2

Distribution: 0 Copy to Safety Director 0 Copy to Safety Cormmittee 0 Copy

Date: Inspector Title:

Grade: 1= Satisfactory, 2 = Needs some attention 3= Needs immediate action

ltemn | Grade | Comments

Housekeeping

General neatness of work area.

Adequate and proper storage space for tools & matenals

Adequate sanitary & disposal facilifies provided

Waste material containers emptied repulady

All spills immediately wiped up

Storage & equipment rooms neat and ordedy

Fire Prevention

Fire extmguisher checked & available

No smoking signs posted & enforced

Proper - myuse & handlmg of farnmable & combustble

aton adequate

Tools. Machinery & Equipment

Flectrical tools propedy prounded

 Lyngers posted

. Jectrical lines located and marked

Mackines suards in place

| Regular mspection & maintenance of tools

oot g spection & mamntenance of machinery

Lights, brakes, & waming signals operative

Cutting & Welding

Proper soggles, glasses, gloves & clothing wom

Fire hazards removed & flammable materials protected

Gas cvtinders chained & upright

Gas lines in good condition

Gauges and anti-flashback devices operable

Cylinders stored propedy with caps used

Welding shields used when necessary

Hot works permit posted and enforced

Ladders

Ladders inspected and in good condition

Propedy secured to prevent slipping & falling

Ladder side rail extends 3 feet above landing area
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Self-Inspection Check List (page 2 of 2)

Crade: 1 =Safisfactory, 2= Needs some attention, 3= Needs immediate action

Item - I Grade I Commentis

Metal ladders not used around electrcal hazards

Step ladders fully open when m use

Materal Handling

Materials properly stored & stacked

Stacks on firm footings and o be stable
Passageways provided and not blocked

Personnel lifting loads proper

Proper lifting techniques used

Flammable Gases & Liquids

All flammable waste disposed of properly

Proper storage containers/cans used

Fire hazards checked

Proper type of fire extinguishers provided
Tnstruction on proper use and handling of materials posted
Personal Protective Equipment

Proper eye, ear, face, head, and hand protection used
Respitators & masks used when necessary

Proper clothing wom

Other

Repairs/Corrections must be com pleted by: (date)
Repairs/Corrections mentioned above have been completed

Supervisor Date:
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