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Incident Investigation Reporting Policy

Purpose
Saint Joseph’s University recognizes that safety, health and environmental incidents can be prevented if
the causes are identified and actions taken to prevent recurrence. This policy establishes the requirement

that an investigation and root cause analysis be conducted and documented for all incidents resulting in
actual or potential injury to employees, significant property damage or harm to the environment.

Requirement

An Investigation Form (see attachment A) must be submitted for each of the following incidents
reported by the Office of Public Safety at Saint Joseph’s University:

* All incidents which result in an injury to Saint Joseph’s employees

* All incidents which have the potential to result in an OSHA recordable injury for an SJU
employee. An OSHA recordable injury is one that results in lost time from the workplace.

* All incidents which have the potential for significant property damage or environmental impact

* All “near misses” which could have resulted in any of the above

Responsibilities:

Accident Investigation Reports are to be completed within 48 hours of the incident. Supervisors who
sign the form must complete all sections.

Saint Joseph’s University Administrative Services Incident investigation Policy 8/07 Page 1
Department of Health, Safety and Environmental Compliance



SJU Incident Investigation Policy Document ID S 002 August, 2007

Training

Supervisors must have completed an Accident Investigation training course.

Follow-up

The Accident Investigation Form will be distributed to all Workplace Safety Committee Members for
discussion at the Workplace Safety Committee monthly meeting. Incidents will be reviewed to insure
that Accident Investigations are conducted and forms submitted for each incident category listed in the
Requirement section above.

Accident Investigation Forms which are missing will be recorded in the minutes and the Supervisor
notified for corrective action. Accident Investigation forms considered incomplete will be returned to the
Supervisor for correction and resubmittal.

Distribution:
Upon completion, Supervisors must forward copies of the accident investigation form to:

The Public Safety Office, Assistant Director’s office

The Department of Health, Safety and Environmental Compliance,
Director’s office

The Workplace Safety Committee- Chairman

Human Resources—Workmen Compensation representative

The original Accident Investigation form will be filed with the The Department of Health, Safety and
Environmental Compliance, Director’s office

Effective September 1, 2007
Revised July, 2009
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Appendix A

Supervisor’s Accident Investigation

Loss Source Identification

v  WHEN Date of Accident Tims Repart to supenvisor or first aid delayed? Yeso Moo
Hyes, why?
+ WHO Injured Person’s Name Ocoupation
Department Length of Enployment Agp

INJURY/LOSS Namre/Extent of mjuries or property damage

«  WHERE Exact location where accident ooourmed
. WEATHOW Type of accident (nse code from reverse) D Tojury (1 - 10) D Praperty Damage (1 - 5)
Was employee doimg something other than required duties at time of accident? Yeso Moo

If yes, what and why?

Desoiption of accident (detail what emplovee was doing; how he/she was doing it; and any physical objects (including
weights, toals, machinss, structures of equipment imvalved).

. WEY Check accident causes on reverse and comment fally here.

What should be done and by whom to prevent recurrence of this type of accident” (Inchude target dates)

What action are you taking i see that this is done” (Include target dates. )

* SUPERVISOR'S
SIGNATURE Daie
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= ACCIDENT
CAUSE
ANALYIIS
(CHECK ALL THAT
APPLY])

= COMMENTS BY

Loss Source Identification

INJUEY

Fall from alsvation

Fall same lavel

Strock by

Canght in, mdar or babwesn
Ovaruxartion

Lol ol ol

Posh/pull
Liftlowar
Camry'haold
& Cumulative trauns diserder
7.  Flecirical comtact
& Fuoms, dost, gas, canstics, noisa, sic.
8 Mofor vehicle

ENVIRONMENTAL

O Inadequase afsgnards

Lack of hamdling or sefety devices; unsafs design; unguerded ma-
chizary; lack of safo work

D Improper or defective equipment

Poorly meintxined, beoke, cracked, rough, sbippary, wom equip-
msnk; inappIoptate p | proteciivg equipozant

D Liocation hazsrds

Poor layout; comgestion; insufficant space for storags; poor [gkid-
ing, s,

O Poar erpomsmics

Huavy Efting, poor workstation design; excessive banding, toistng
or acking; inadsquate tools; poor comtrols displays

O Poer beuselreping

Impeoper piling or placing: clutsr, spillage or brekzags

[0 ot otherwise cassified

Supervisor’s Accident Investigation

(continued)

FROPERETY DALAGE

Fire or axplosion
Collapsa

Bapuse or burstizg
Callizion or ovscium
Orhir (dascribs)

Lo

PFEESONAL

O Badily conditions
Physical impairment; ilness; fattgue, sootiona] upset; intooncation

O Lackof skl or inowledze
Ieproparly traized; experienced; uni=formed; X

[0 Adnquate skill or knowledse bat filane in axscafion

Chance-taking; mmethorized or unnecessary use of equipmant or
toals; frilurs fo nee or delibaraiehy making safuty or contol devices
inaffecirre; faihire to do what should havs besn done in the particn-
lax simation

O TIeproper apparel
Failure to use parsom ] protective aquipmsnt (#ye, facs, foot, hend,
head, hearing, respizatory. et looss clothing jearalny. ste.

OO ot sthermise classified

Based on the Supervisor’s report, a concise statement commenting on who (departmentfoccopation)
was injured; what equipment, tools, etc. were involved; how, where and why the imjury eccarred; and
whether the suggested corrective action is complete enongh to prevent recurrence.

ATTACH ANY PHOTOS OR DOCUMENTATION

Saint Joseph’s University Administrative Services

Department of Health, Safety and Environmental Compliance
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