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1.0
Purpose

The procedures provide the requirements for investigating all site accident that the result in recordable or lost time injuries / illness, property damage and / or production interruption and for investigating incident where the potential for serious injury / illness, costly damage and production interruption exists. 

2.0 Scope
The scope of this procedure covers all incidents occur during the company’s operation at office premises or site where work is done. 
3.0 DEFINITION
	TERMS
	DEFINITION

	Fatality
	The death of any person as a result of an accident arising out or in connection with works.

	Major Accident
	All cost time accident is defined as major accident which causes a person suffering from any injury as a result of an accident arising out or in connection with work such a fracture of skull, bone, amputation etc.

	Minor Accident
	Minor accident is considered as any other accident not listed as lost time accident.



	Dangerous Occurrence
	Any dangerous occurrence such as fire, explosion, collapse of lifting equipment, scaffoldings etc. that take place in the construction site, plant or in connection with any machinery that resulted in property damage or loss in production or some other losses in the company.

	Near Miss
	Any event or condition which whilst not resulting in injury to person or loss damage to equipment, plant or property is recognized as having the potential to cause injury and / or property damage.


4.0 REFERENCE

ISO 45001:2018 Clause 10.2 Incident, non-conformity and corrective action

5.0 Procedure

5.1 
Incident Reporting 

1.1.1. Procedure for Reporting Accidents/Dangerous Occurrences
· Incident Reporting - The injured employee’s Supervisor / Departmental Head shall report to the OSH Department, using the Incident Reporting Form.
· Incident Investigation - The Investigation Board shall conduct the incident investigation.
· The Investigation Board member shall comprise of: -

a)  Immediate superior / Employer Representative

b)  Safety and Health Leader / Employee Representative

c)  Any other assignee selected by the EHS Committee 

· Safety and Health Leader usually is the leader of the Investigation Board unless MR decided otherwise. 

· The Leader of the Investigation Board shall report to the MR by using the Incident Investigation Report.

· If an accident or incident (OH&S) involves claim from SOCSO or insurance, the MR will forward a copy of the incident reporting form to the Human Resource Department for further action. 
· If an accident results in serious bodily injury or death, the MR shall be responsible to lodge a report to the police and inform the injured employee’s immediate family and notify JKKP (DOSH) immediately and prepare reports to submit to JKKP (DOSH) within 7 days from date of occurrence. 
· The guidelines for serious bodily injury shall be as according to First Schedule of OSHA (Notification of Accident, Dangerous Occurrence, Occupational Poisoning and Occupational Disease) Regulations 2004.

· If a dangerous incident has occurred, OSH Department shall be responsible to notify JKKP (DOSH) immediately and prepare reports to submit to JKKP (DOSH) within 7 days from date of occurrence.

· The guidelines for dangerous occurrences shall be as according to Second Schedule of OSHA (Notification of Accident, Dangerous Occurrence, Occupational Poisoning and Occupational Disease) Regulations 2004.

· If an accident results in bodily injury which prevents the person from working for more than four (4) calendar days, then MR shall report to JKKP (DOSH) within 7 days from date of occurrence. 

1.1.2. Procedure for Fatal Accidents
1. Report the death at once to the local police, where the accident took place

2. Report to DOSH and fill up the prescribed from JKJ 107.

3. Leave the site of the accident undisturbed until permission is given by the authority. (Unless doing this is dangerous to plant or personnel)

4. Inform all the following as soon as possible.

· Human Resource Manager

· OSH Department
· Management
· The deceased’s relatives. Check that they are informed quickly by a senior staff member or by the police.

5.2 
Accident/Incident Investigation 


Most of the accidents are investigated by individuals (Example, the Supervisor, SH Officer). However, if an accident involves with serious injury or costly property damage, a committee must be formed to carry out the investigation.

Ways to Investigate Accidents

· Gather all the facts. Don’t just record the facts that are obviously needed. Go beyond the obvious and record everything that seems connected with the accident. Small details may be important to insurance companies or other organizations that investigates the accidents.

· Note details about plant and equipment note down (or even sketch) and parts involved, try to determine if the right equipment was being used, and if it was being used in the right way, also include the date of the last inspection, and if that inspection was required by law.

· Keep the accident site intact. Don’t change anything at the accident site until the investigations are over. (Unless it is necessary to change something for safety reasons). It is important to impound and label protective devices, slings, hoists, ladders, tools etc. If there are legal proceedings, they may be needed as evidence.

· Find out what the injured person was doing, find out if he was doing his job, or something he should not have been doing, find out what instructions he had, who gave them, and who the injured person was working with. Get the weights and dimensions of things he was handling.

· Take photographs. Take photographs as soon as possible. Write on the back of the photos the name of the person injured, the place and time of the accident, his company and a contact name, and the photographer’s name.

· Investigate the accident promptly. Remember that the purpose of the accident investigation is to help prevent future accidents by getting all the facts and interpretations about how and why the accident happened.

5.3 
Other Accident/Incident


The following accidents must be reported to the Supervisor. He shall be assisted by the OHS Department in performing accident investigation. The investigation report shall be submitted to the Manager.

· Collapse or failure of the following: a crane winch hoist, etc.

· Explosions or fires that damage property where people are working (provided the damage stops work for at least five (5) hours, and the fire or explosion was caused by lighting dust or gas.

· Electrical short circuit or failure of electrical machinery (if it was accompanied by a fire or explosion that damaged property and stopped work for at least five (5) hours.

· Explosion of a container holding gas at greater than atmospheric pressure.

· Other types of specified accidents which need to be reported.

5.4 
Disciplinary Action

· To ensure that all the safety rules and equipment to be follow by the employer staff and sub-contractor.

· Employer staff and sub-contractor whose does not compliance with the requirement will be fine accordingly to the offence.

· Employer staff and sub-contractor will be given the verbal warning if they are not complying with the requirement on the first time given the written warning if they still repeating the same offence.

· If still not complied after they had been fine and given final warning, the employer staff or sub-contractor worker will be asked to leave the site immediately.

· To established protective controls for Personnel whose works at the hazard which are unknown and in the project site.

· To establish minimum standard of safety awareness between employer staff.
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