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1. Purpose
The purpose of this SOP is to provide a structured and standardized approach for reporting and investigating workplace incidents, including accidents, injuries, near misses, and property damage. The objective is to identify root causes, implement corrective actions to prevent recurrence, and ensure a safe working environment for all employees.

2. Scope
This SOP applies to all employees and contractors in the organization across all workplace locations. It covers all types of incidents, including:
· Workplace injuries (minor and major)
· Near misses (incidents that could have resulted in harm but did not)
· Property damage (equipment, infrastructure, etc.)
· Environmental spills or contamination
· Workplace violence and other safety-related incidents

3. References and Compliance Requirements
3.1 South African Legislation
1. Occupational Health and Safety Act (OHSA) No. 85 of 1993
· Section 24: Requires employers to report accidents, injuries, and dangerous occurrences to the Department of Employment and Labour (DEL).
· Section 16: Requires that all workplace incidents are investigated to identify causes and implement corrective actions.
2. Compensation for Occupational Injuries and Diseases Act (COIDA) No. 130 of 1993
· Section 39: Employers must report work-related injuries and diseases to the Compensation Fund within 7 days of the incident.
· Section 40: Employers must maintain records of incidents and investigations for future reference.
3. General Safety Regulations (1986)
· Regulation 9: Employers must investigate any workplace accident or dangerous occurrence and implement corrective actions.
· Regulation 10: Employers must ensure that incidents are reported to the relevant authorities within stipulated timeframes.
4. Environmental Legislation
· National Environmental Management Act (NEMA) – Requires reporting of environmental incidents, such as hazardous material spills, within 24 hours.
3.2 International Standards
5. ISO 45001:2018
· Clause 10.2: Incident investigation and corrective action.
· Clause 9.1.2: Reporting incidents, including near misses, to identify trends and improve safety measures.
6. ANSI Z10-2012 (American National Standard for Occupational Health and Safety Management Systems)
· Outlines the importance of incident investigation for identifying hazards and preventing recurrence.

4. Definitions
· Incident: Any unexpected event that results in or has the potential to result in harm, injury, damage, or loss.
· Accident: An incident that results in injury, harm, or damage to people or property.
· Near Miss: An event where no injury, illness, or damage occurred, but had the potential to cause harm.
· Root Cause: The primary cause or factor that, if corrected, would prevent the recurrence of the incident.
· Corrective Action: A measure taken to address the root cause and prevent a recurrence of the incident.
· Investigation Team: A group responsible for analyzing the incident, identifying root causes, and recommending corrective actions.

5. Responsibilities
	Role
	Responsibilities

	Management
	Ensure the establishment and enforcement of incident reporting procedures. Ensure appropriate resources are available for investigation and corrective actions.

	HSE Officer
	Oversee incident reporting and investigation processes, ensure compliance with legal requirements, and guide investigation teams in identifying root causes.

	Supervisors
	Ensure incidents are reported in a timely manner, cooperate in investigations, and implement corrective actions within their teams.

	Employees
	Report incidents promptly, cooperate in investigations, and follow safety protocols to prevent future incidents.

	Investigation Team
	Lead the investigation, gather evidence, analyze the incident, identify root causes, and recommend corrective actions.



6. Incident Reporting Procedure
6.1 Immediate Actions Post-Incident
1. Ensure Safety:
· Provide first aid and medical treatment to injured employees.
· Ensure that the area is safe to prevent further incidents or harm.
2. Notify Authorities:
· Notify the HSE officer or the designated person immediately after the incident occurs.
· For incidents involving serious injury or property damage, report to the Department of Employment and Labour (DEL) and Compensation Fund as required by law.
3. Document the Incident:
· The employee or supervisor should complete an Incident Report Form detailing:
· Date, time, and location of the incident.
· Individuals involved and witness statements.
· Description of the incident, including events leading up to and following the event.
4. Secure the Area:
· Ensure the scene of the incident is preserved until the investigation begins. This may involve taking photographs or securing equipment that was involved.

6.2 Incident Reporting Timeline
1. Accidents/Injuries:
· Report immediately to the HSE officer or supervisor.
· Formal reporting: Within 24 hours of the incident.
· Follow-up: Ensure the Compensation Fund is notified within 7 days for work-related injuries (COIDA).
2. Near Misses:
· Report within 24 hours using the designated Near Miss Reporting Form.
· Conduct a preliminary investigation to assess the potential risks.

7. Incident Investigation Procedure
7.1 Initial Investigation
1. Form the Investigation Team:
· Include relevant personnel such as supervisors, HSE officers, and employees familiar with the area of the incident.
2. Gather Evidence:
· Interview witnesses and individuals involved.
· Examine physical evidence, such as damaged equipment, unsafe working conditions, or environmental factors.
· Document findings through photographs and written statements.
3. Identify the Cause:
· Immediate Causes: Observable unsafe acts or conditions (e.g., improper use of machinery, missing PPE).
· Root Causes: Underlying factors (e.g., inadequate training, lack of safety procedures, equipment failure).
· Conduct a Root Cause Analysis (RCA), utilizing methods such as the 5 Whys or Fishbone Diagram.
7.2 Corrective Action and Preventative Measures
1. Develop Corrective Actions:
· Identify corrective actions to address both immediate and root causes.
· Assign responsibility for implementing corrective actions to relevant departments or individuals.
· Ensure corrective actions are SMART (Specific, Measurable, Achievable, Relevant, Time-bound).
2. Implement Preventative Measures:
· Modify processes, update procedures, provide additional training, or replace faulty equipment to prevent recurrence.
· Consider long-term improvements to the safety management system.
3. Verification of Implementation:
· After corrective actions are taken, ensure follow-up inspections are conducted to verify effectiveness.
· Record the results of the follow-up and confirm that no further incidents have occurred.

8. Incident Investigation Reports
1. Final Report:
· Document the findings of the investigation, including:
· A detailed account of the incident.
· Identified causes and root causes.
· Corrective actions taken and their effectiveness.
· Recommendations for future prevention.
2. Report Distribution:
· Distribute the report to management, HSE officers, and supervisors.
· Share findings with employees, where necessary, to ensure awareness and prevent recurrence.
3. Incident Records:
· Keep a record of the investigation, findings, and corrective actions for future reference. These records should be kept for a minimum of 5 years, in line with legislation.

9. Training and Awareness
1. Training:
· Provide regular training to all employees on incident reporting procedures, the importance of reporting near misses, and the role of investigations in improving safety.
· Ensure supervisors and managers receive training on investigation techniques and root cause analysis.
2. Promote Awareness:
· Regularly communicate the importance of incident reporting and encourage employees to report near misses and hazards.
· Reinforce the idea that reporting is a positive action aimed at improving workplace safety.

10. Review and Continuous Improvement
1. Regularly review incident reports and investigation outcomes to identify trends, recurring hazards, or procedural weaknesses.
2. Implement corrective actions as part of the continuous improvement process and refine reporting and investigation procedures as needed.

11. References
11.1 South African Legislation
1. Occupational Health and Safety Act (OHSA) No. 85 of 1993 – Section 24, Section 16.
2. Compensation for Occupational Injuries and Diseases Act (COIDA) No. 130 of 1993 – Section 39, Section 40.
3. General Safety Regulations (1986) – Regulation 9, 10.
4. National Environmental Management Act (NEMA) – Environmental incident reporting requirements.
11.2 International Standards
5. ISO 45001:2018 – Clause 10.2, Clause 9.1.2.
6. ANSI Z10-2012 – Incident investigation and corrective action guidelines.
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