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1. Purpose
The purpose of this SOP is to establish a structured and systematic approach to reporting, investigating, and analyzing workplace incidents, near misses, and hazards. This ensures compliance with occupational health and safety laws, prevents recurrence, and fosters a culture of continuous improvement in safety.
2. Scope
This SOP applies to:
· All employees, contractors, and visitors involved in or witnessing an incident.
· Any workplace incident, including:
· Occupational injuries and illnesses
· Near misses and unsafe acts
· Property damage
· Environmental incidents (e.g., spills, leaks, emissions)
· Security and fire-related incidents
3. References and Compliance Requirements
3.1 South African Legislation:
· Occupational Health and Safety Act (OHSA) No. 85 of 1993, Section 24
· Requires reporting of workplace incidents to the Department of Employment and Labour.
· General Administrative Regulations, Regulation 8
· Specifies incident reporting and investigation procedures.
· Compensation for Occupational Injuries and Diseases Act (COIDA) No. 130 of 1993
· Requires employer notification of work-related injuries and illnesses.
· Mine Health and Safety Act No. 29 of 1996, Section 11
· Stipulates accident investigation procedures for mines.
3.2 International Standards:
· ISO 45001:2018 (Occupational Health & Safety Management Systems) – Clause 10.2 (Incident Investigation and Corrective Action).
· ISO 14001:2015 (Environmental Management Systems) – Clause 10.1 (Environmental Incident Reporting).
· OSHA 29 CFR 1904 (Recording and Reporting Occupational Injuries and Illnesses).
4. Definitions
· Incident: Any unplanned event that results in or could have resulted in injury, illness, or damage.
· Near Miss: An incident that did not result in injury but had the potential to do so.
· Lost Time Injury (LTI): A work-related injury resulting in lost workdays.
· Root Cause Analysis (RCA): A structured investigation method to identify underlying causes of incidents.
5. Responsibilities
	Role
	Responsibilities

	Employees
	Immediately report incidents to supervisors.

	Supervisors
	Conduct initial investigation and ensure medical assistance.

	HSE Manager
	Lead formal investigations and implement corrective actions.

	Top Management
	Ensure incident findings are acted upon to improve safety.


6. Procedure
6.1 Incident Reporting
1. Immediate Actions:
· Ensure medical attention is provided if necessary.
· Secure the area to prevent further incidents.
· Report incident to the supervisor within 30 minutes.
2. Reporting Requirements:
· Minor incidents: Internal reporting within 24 hours.
· Serious incidents: Report to Department of Employment and Labour within 7 days.
· Fatalities: Immediate notification to authorities.
3. Incident Reporting Form (IRF):
· Must be completed for all incidents and near misses.
· Includes details of the incident, witness statements, and initial observations.
6.2 Incident Investigation
1. Investigation Team Composition:
· HSE Manager
· Supervisor of the affected area
· Employee representative
· Technical expert (if required)
2. Investigation Steps:
· Conduct scene assessment and evidence collection (photos, CCTV footage).
· Interview involved persons and witnesses.
· Perform Root Cause Analysis (RCA) using:
· 5 Whys Method
· Fishbone Diagram (Ishikawa)
· Bowtie Analysis (for high-risk incidents).
· Identify direct, contributing, and root causes.
· Implement corrective and preventive actions.
6.3 Corrective Actions and Follow-Up
1. Control Measures:
· Engineering controls (e.g., machine guards).
· Administrative changes (e.g., new safety procedures).
· Training and awareness programs.
· Additional PPE requirements.
2. Tracking Actions:
· Maintain an Incident Corrective Action Register (ICAR).
· Assign responsibilities and due dates for each action.
6.4 Incident Review and Lessons Learned
· All major incidents must be reviewed in monthly safety meetings.
· Findings should be used to update risk assessments and SOPs.
7. Documentation and Record-Keeping
	Document Type
	Retention Period

	Incident Reports
	5 years

	Investigation Reports
	10 years

	Corrective Action Records
	5 years


8. Training Requirements
· Employees must receive incident reporting training annually.
· Supervisors must complete incident investigation training every two years.
9. Non-Compliance and Disciplinary Action
· Failure to report an incident: Written warning for first offense, termination for repeated failure.
· Incomplete or falsified reports: Disciplinary action, including dismissal.
10. Approval and Review
· SOP Owner: HSE Manager
· Approval Date: [To be filled]
· Next Review Date: Annually or after major incidents.
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