Accident Reporting Company
Policy

1. Introduction

This comprehensive policy outlines the procedures and requirements for reporting
accidents within our company. It is designed to ensure the safety of all employees,
comply with legal obligations, and maintain a secure work environment.

11 Purpose

The purpose of this policy is to establish a standardized process for reporting
accidents, near-misses, and potential hazards in the workplace. By following
these guidelines, we aim to:

o Prevent future accidents and injuries
 Identify and mitigate potential hazards
e Ensure proper documentation for legal and insurance purposes

e Promote a culture of safety and accountability

1.2 Scope

This policy applies to all employees, contractors, visitors, and any individuals
present on company premises or engaged in company-related activities off-site.

2. Definitions

For the purposes of this policy, the following definitions apply:

2.1 Accident

An unplanned event that results in injury, iliness, damage to property, or other
loss.
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2.2 Near-Miss

An unplanned event that did not result in injury, illness, or damage, but had the
potential to do so.

2.3 Hazard

Any source of potential damage, harm, or adverse health effects on something or
someone under certain conditions at work.

3. Reporting Procedures

3.1 Immediate Actions

In the event of an accident:

1. Ensure the safety of all individuals involved

2. Administer first aid if necessary and safe to do so
3. Call emergency services if required

4. Secure the area to prevent further incidents

5

. Notify the immediate supervisor or manager

3.2 Reporting Timeline
All accidents, near-misses, and hazards must be reported:
» Verbally to the immediate supervisor within 1 hour of occurrence

« In writing using the official Accident Report Form within 24 hours

3.3 Accident Report Form
The Accident Report Form must include:
o Date, time, and location of the incident
» Names of individuals involved and witnesses

o Detailed description of the incident
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e Any injuries or damage sustained
¢ Immediate actions taken

» Potential causes or contributing factors

3.4 Reporting Chain

The reporting chain is as follows:
1. Employee reports to immediate supervisor
2. Supervisor reports to Department Head
3. Department Head reports to Safety Officer

4. Safety Officer reports to Executive Management

4. Investigation Process

41 Initial Assessment

The Safety Officer will conduct an initial assessment within 48 hours of receiving
the report to determine the severity of the incident and the need for a full
investigation.

4.2 Investigation Team
For incidents requiring a full investigation, a team will be assembled, including:

o Safety Officer (lead investigator)

Department Head or designee

Human Resources representative

Employee representative (if applicable)

Technical expert (if required)

4.3 Investigation Steps

The investigation will follow these steps:
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Gather and review all relevant information

Interview involved parties and withesses

Analyze the incident using root cause analysis techniques
Identify contributing factors and system failures

Develop recommendations for corrective actions

2 S o A

Prepare a comprehensive investigation report

4.4 Timeline

The investigation should be completed within 14 days of the incident, with the final
report submitted to Executive Management within 21 days.

5. Corrective Actions

5.1 Action Plan

Based on the investigation findings, an action plan will be developed to address
identified issues and prevent future occurrences.

5.2 Implementation

The Department Head is responsible for implementing corrective actions within
their area, with oversight from the Safety Officer.

5.3 Follow-up

The Safety Officer will conduct follow-up assessments at 30, 60, and 90 days to
ensure the effectiveness of implemented actions.

6. Documentation and Record Keeping

6.1 Required Documents

The following documents must be maintained for each incident:
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e Original Accident Report Form
e Investigation report

o Witness statements

o Photographs or diagrams

e Medical reports (if applicable)

o Corrective action plans and follow-up reports

6.2 Retention Period

All accident-related documents must be retained for a minimum of 5 years or as
required by local regulations, whichever is longer.

6.3 Confidentiality

All accident reports and related documents are confidential and should only be
accessed by authorized personnel.

7. Training and Awareness

7.1 Employee Training

All employees must receive training on this Accident Reporting Policy:
e Upon hiring (as part of orientation)
e Annually as a refresher

» When significant changes are made to the policy

7.2 Management Training

Supervisors and managers will receive additional training on:
o Conducting preliminary investigations
o Supporting the formal investigation process

* Implementing and monitoring corrective actions
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8. Policy Review and Updates

This Accident Reporting Policy will be reviewed annually by the Safety Committee
and updated as necessary to reflect changes in regulations, best practices, or
company procedures.

9. Compliance and Consequences

Compliance with this Accident Reporting Policy is mandatory for all employees.
Failure to report accidents or cooperate with investigations may result in
disciplinary action, up to and including termination of employment.

10. Additional Resources

For further information or assistance, please contact:
« Safety Officer: [Insert Name and Contact Information]
e Human Resources Department: [Insert Contact Information]
o Employee Assistance Program: [Insert Contact Information]

By implementing and following this comprehensive Accident Reporting Policy, we
aim to create a safer work environment for all employees and maintain the highest
standards of workplace safety and compliance.
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