	[image: Description: NMA CORE SAFTY FAwTag 4RESOURCES]
	Effective Date


	
	STANDARD OPERATING PROCEDURE
	Document Number


	Revision

00.01
	Page:

1 of 7

	Title:
ACCIDENT AND INCIDENT INVESTIGATION




	[image: Description: NMA CORE SAFTY FAwTag 4RESOURCES]
	Effective Date



	
	STANDARD OPERATING PROCEDURE
	Document Number


	Revision

00.00
	Page:

2 of 7

	Title:
ACCIDENT AND INCIDENT INVESTIGATION



1.0 PURPOSE
To prevent the recurrence of Accidents and Incidents by ensuring thorough and effective investigations take place and corrective actions are implemented.
2.0 SCOPE
This procedure applies to all functional areas, operations, offices, including employees, vendors, visitors and contractors within the scope of the Integrated Management System (IMS).
3.0 DEFINITIONS AND ACRONYMS
3.1 Definitions
Accident is an undesired event that results in harm to people, damage to property, loss to process or harm to the environment and/or harm to communities.
[bookmark: _Toc164671256]Basic Causes are the personal and work factors which permit the substandard acts and conditions to exist.
Notification is a report completed during the shift in which the accident/incident occurs, by Site Supervision with review by HSLP personnel, for all accidents/incidents/releases occurring on site.
Safety Alert 1 is a report completed within 72 hours of the accident/incident, by Site Supervision, with the involvement of management at the levels specified in the Accident Investigation Participant Responsibilities table.
Safety Alert 2 is a two part report for Level 3, 4, or 5 Accident/Incident events created to alert employees and management of a potentially serious event.
Consequence is the actual or potential loss or harm. Actual consequence refers to the existing loss or harm from an event, and potential consequence refers to the possible loss or harm from an event, beyond actual loss or harm.
Event is the occurrence of an accident, incident, spill, or release.
[bookmark: OLE_LINK2][bookmark: OLE_LINK3]Fatality is the death of an individual as a result of a work-related accident or illness.
[bookmark: _Toc164671257]First Aid Accident is any work-related injury or illness that does not require medical attention.
First Aid is an injury that does not require treatment by a licensed medical physician. Final determination will be classified by the COMPANY Occupational Doctor.
[bookmark: _Toc164671260]Frequency is how often the accident is likely to reoccur. 
Illness is any abnormal condition or disorder, other than one resulting from an occupational injury, caused by exposure to environmental factors associated with on the job.  It includes acute and chronic illnesses or diseases that may be caused by inhalation, absorption, ingestion or direct contact. 
Immediate Causes are substandard acts and conditions which directly cause accidents and incidents.
Incident is an undesired event, which under slightly different circumstances, could have resulted in harm to people, damage to property, loss to process or harm to the environment.
Lost Time Injury/Illness is all work-related injuries and illnesses where the employee cannot work the next regular scheduled shift.
[bookmark: _Toc164671259]Medical Treatment Injury/Illness is any injury that requires treatment by a licensed medical professional that does not result in lost time or restricted duty but is beyond first aid. This will include surgery, treatment of infections, applications of antiseptics during follow-up visits, treatment of second and third degree burns, applications of sutures, removal of foreign bodies from wounds, application of hot or cold therapy for follow-up visits, positive x-rays diagnosing fractures, trauma, loss of consciousness, etc, and when it is necessary to use a prescription medication for treatment. Final determination will be classified by the COMPANY Occupational Doctor.
[bookmark: _Toc164671262]Process Loss is any undesired event which results in interruption or downgrading of operating processes.  Note: process losses involving trucks being bogged down for less than two hours will not require a formal investigation by line managers unless there is moderate, high or extreme potential loss associated with it.
Property Damage is any damage to property as a result of an accident. Property damage above $10,000 total costs or moderate and above potential are required to be formally investigated by a supervisor. Exceptions to this are damages to mirrors and windshields (unless they involve moderate or high potential loss). Note, when calculating the cost of a property damage accident consider at a minimum the following direct costs: Buildings damage/reparation; Equipment damage/reparation; tools damage/reparation; material damage; emergency equipment, people, supplies costs used for recovery and response; replacement equipment rental costs; rescue equipment; operators supervision costs; and indirect costs such as legal costs; investigation time; training, developing procedures etc. 
Release is any spilling, leaking, pumping, pouring, emitting, emptying, discharging, injection, escaping, leaching, dumping or disposing into the environment.	
Restricted Duty Injury/Illness is an injury/Illness that prevents a worker from performing one or more of their routine job functions, or from performing their work for the full workday that he or she would otherwise have been scheduled to work.
Note: Routine functions are those work activities that the employee regularly performs at least once per week.
SCAT Chart is a table used to help ensure a thorough approach to identifying accident and incident causes.
[bookmark: _Toc164671264]Severity is the potential severity of the accident or incident. 
Spill is the intentional or unintentional discharge of any material. Spills may include discharges of materials, including fresh water, to lined or otherwise contained surfaces.
Work Related Illness is an illness is work-related if a repeat event or repeat exposure in the work environment either caused or significantly contributed to the resulting condition or significantly aggravated a pre-existing illness. Work-relatedness is presumed for illnesses resulting from events or exposures occurring in the work environment.
3.2 Acronyms
AIR	Accident/Incident Investigation Report
ESR	Environmental and Social Responsibility
EPC	Emergency Planning Committee
HMR 	HSLP Management Representative
HSLP	Health, Safety and Loss Prevention
IMS 	Integrated Management System
MSHA	Mine Safety and Health Administration
NRC	National Response Center
OEM	Office of Emergency Management
PAI	Preliminary Accident Incident Investigation Report
PFO	Potentially Fatal Occurrence
SCAT	Systematic Cause Analysis Technique (Chart)

4.0 ROLES AND RESPONSIBILITIES
4.1 Document Owner
HMR
4.2 Responsible Roles and Position-Holders
4.2.1 Contractors/Vendors are businesses performing a service for the COMPANY. They are responsible for ensuring their employees working on COMPANY sites understand and comply with the requirements as outlined in this procedure.
4.2.2 Employees and Contracted Employees are all employees in any position whether COMPANY or contracted employees working on any COMPANY site. They are responsible for complying with the requirements as outlined in this procedure. 
4.2.3 Visitors are anyone not employed by the COMPANY in any capacity but are traveling or touring on a COMPANY site. They are responsible for complying with the requirements as outlined in this procedure.
4.2.4 HSLP is any COMPANY employee working under and including the Regional Director of HSLP.  They are responsible for periodically auditing for compliance to this procedure.
4.2.5 A Supervisor/Foreman or Designee can be a COMPANY employee or a contractor/vendor working or traveling on any COMPANY site. They are responsible for participation and completion of their requirements as outlined in this procedure. They ensure personnel in his/her responsibility are provided with needed and necessary training for this procedure.
4.2.6 General Forman or Superintendent or Manager are a COMPANY employee or a contractor/vendor working or traveling on any COMPANY site and are responsible to monitor compliance to this procedure in their areas and ensure all accident and incident events are reported, thoroughly investigated, all causes identified, corrective actions identified and completed, and timelines are met as required. 
5.0 DIRECTION
All employees, vendors, contractors, and visitors traveling/working on site shall comply with and ensure personnel accountable to them comply with the following requirements of this procedure.
5.1 Accident/Incident Reporting and Response
5.1.1 All accidents and incidents will be reported immediately to the direct supervisor/manager or designated COMPANY representative.
(a) The procedures outlined in the site emergency response plan will be followed to ensure proper notification and appropriate emergency response to the event.
(b) The supervisor will suspend all activity in the area and the accident/incident area will be preserved until it is determined all evidence is documented and there are no regulatory requirements for preservation. 
(c) The supervisor will assess the scene and control potential secondary accidents as well as evaluate and control other potential for loss and environmental damage.
(d) If necessary, personnel shall be evacuated to a staging area according to the area evacuation plan. 
(e) The supervisor shall notify the site HSLP Rep and appropriate management.  If the event involves a release or wildlife mortality, the state agencies shall be notified utilizing the site notification procedures.
(f) The supervisor will maintain control of the scene and assist emergency response as needed until relieved by a competent designated person or the scene is released back to the operation.

5.2 Accident/Incident Investigation
5.2.1 The actual and potential loss shall to be evaluated to determine the responsible personnel for participation in the accident investigation as well as the requirement for a Safety Alert 1 and 2.
5.2.2 Utilizing the Risk Consequence Table, determine the level of the highest potential consequence for the event in all categories.
(a) Events rated Insignificant are Level 1 events and require participation from the people involved (or appropriate representative) and the Supervisor/General Foreman.  HSLP can assist as requested and will review the report.
(b) Events rated Minor are Level 2 events and require participation from the people involved (or appropriate representative), Supervisor/General Foreman, and Superintendent.  HSLP can assist as requested and will review the report.  The Department Manager will review the report.
(c) Events rated Moderate are Level 3 events and require participation from the people involved (or appropriate representative), Supervisor/General Foreman, Superintendent, and Department Manager.  HSLP can assist as requested and will review the report.  The General Manager of Operations will review the report.  
(d) Events rated Major are Level 4 events and require participation from the people involved (or appropriate representative), Supervisor/General Foreman, Superintendent, Department Manager, and General Manager of Operations.  HSLP can assist as requested and will review the report.  The Vice President of Operations will review the report.  The Senior Vice President of Operations may review the report.
(e) Events rated Catastrophic are Level 5 events and require participation from the people involved (or appropriate representative), Supervisor/General Foreman, Superintendent, Department Manager, and General Manager of Operations.  HSLP can assist as requested and will review the report.  The Vice President of Operations can assist as requested and will review the report.  The Senior Vice President of Operations may review the report.  The report will be reviewed with the Executive Leadership Team.
(f) For events where the Actual consequence is Level 5, the Vice President of Operations is required to participate in the investigation.
5.2.3 Collect all pertinent information about the accident/incident (including but not limited to the following):
(a) Identify sources of evidence.
· Exactly what happened?
· Who should be interviewed?
· What tools, materials, equipment, or vehicles need to be evaluated?
· What things might have failed, didn’t work well, or otherwise may have contributed to the accident/incident?
· What training, maintenance, inspection, or other documents and records need to be checked?
· Where were the people, equipment, vehicles, etc located before, during, and after the accident/incident?
(b) Interview witnesses.
· Keep personnel involved calm and assure them this is a fact finding exercise, not fault finding.
· Witnesses need to be separated to ensure their memory of the event is not affected by others.
· Interview witnesses privately in an appropriate area (at the scene is preferable).
· Take notes and review with the interviewee at the end of the interview to ensure exact information.
· Have interviewee draw what happened and/or obtain a witness statement as appropriate.
· Use follow-up interviews if necessary.
(c) Identify all accident/incident causes by utilizing the SCAT chart.
· Identify the type of contact with energy or substance.
· Identify the immediate acts and conditions which existed at the time of the accident/incident.
· Identify the basic causes which allowed the acts and conditions to exist.  (Keep asking “Why”)
(d) Identify corrective actions required according to basic causes identified.
· Implement immediate corrective actions to prevent re-occurrence of the event.
· Implement permanent corrective actions required to ensure prevention of the event.
· Evaluate corrective actions to ensure they are adequate to prevent re-occurrence of the event.
5.3 Accident and Incident Event Notification and Review
5.3.1 Notification of the accident/incident event must be sent out by the supervisor or lead person to alert employees, supervision, management, and applicable support groups who work in the area.
5.3.2 Accidents/Incidents reported electronically will have notifications and reviews sent out automatically. Time lines for reporting are still required.
5.3.3 By the end of the shift in which the event occurred, 
(a) The Notification must be sent out to the appropriate personnel in the affected area.
(b) If the investigation is not complete, “investigation continuing” may be placed in sections lacking information.
5.3.4 If the event results in a release or wildlife mortality, verbal notification (utilizing the site notification procedure) to the proper authority shall be followed up by submitting the appropriate form(s) within 24 hours of the event.
5.3.5 If the event resulted in injury to personnel, ensure injured personnel fill out a Form (Notification of Occupational Injury/Illness Form). The Supervisor can assist as needed and then sign the original when completed.
5.3.6 Accident/Incident events where the impacted area includes either HSLP (Injuries/Illness) or Operational (Property Damage or Process Loss) with an actual consequence rating of Level 3 Moderate and above require a Safety Alert 1 to be distributed within 72 hours of the events and a Safety Alert 2 to be completed within 21 days of the event. 

5.3.7 Accident/Incident events with a potential consequence rating of Level 3 Moderate require:
(a) Regional distribution of the Safety Alert 1 within 72 hours.
(b) A complete detailed investigation report with management review within 21 days.
(c) Regional distribution of the Safety Alert 2, which details preventative and corrective actions, is required within 21 days.
5.3.8 Accident/Incident events with a potential consequence rating of Level 4 High require:
(a) Completing the Safety Alert 1 and distributing it within 72 hours of the event.
(b) Completing the Safety Alert 2, which details preventative and corrective actions and distributing it within 21 days of the event.
5.3.9 Accident/Incident events with a potential consequence rating of Level 5 Catastrophic require:
(a) Completing the Safety Alert 1 and distributing it within 72 hours of the event.
(b) Completing the Safety Alert 2, which details preventative and corrective actions and distributing it within 21 days of the event.
5.3.10 A Potentially Fatal Occurrence will require a Safety Alert 2 to be distributed. To complete a Safety Alert 2, the event must have a detailed investigation, which includes causal analysis, preventative and corrective actions, and be reviewed by the site manager or designee prior to being distributed.
5.3.11 Potential Level 5 events will be reviewed by the Executive Leadership Team within 30 days of the event.
5.3.12 Notification of the accident/incident event to regulatory agencies and the media will only be made by authorized personnel.
(a) If the event has the potential requirement of reporting to MSHA, the state or the County Sheriff, the HSLP Rep will ensure immediate notification to the HSLP Site Senior Manager and Regional HSLP Director.
(b) The HSLP Site Senior Manager and Regional HSLP Director will determine if the event is reportable and advise the VP of Operations and applicable General Manager, as well as notify MSHA, the state or County Sheriff as applicable.
(c) If the event has the potential requirement of reporting to state of federal environmental agencies, the appropriate ESR Rep and ESR Management will determine if the event is reportable as well as make the appropriate notifications.
(d) If the event has the potential of affecting community relations, External Relations will be notified and will establish appropriate contact with the news media and related public.
(e) If the event occurs on public property or a public road, the responsible manager will ensure the applicable law enforcement agency has been notified if required according to applicable law.
5.4 Corrective and Preventative Actions
5.6.1 Corrective and preventative actions taken will be monitored by the supervisor to ensure they are adequate and appropriate.
(a) Corrective actions not completed at the time the report is submitted will be entered into the database.
(b) Management will monitor the corrective actions in their area to ensure controls are timely and effective.


5.5 Risk
5.5.1	Any risk identified during the accident/incident investigation process which has not been captured on the appropriate risk register shall be entered into the register or database.
5.6	Monitoring and Measuring
5.6.1	HSLP and ESR will periodically audit the quality and effectiveness of the Accident/Incident Investigation process.
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