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Incident Management Procedure
[bookmark: _Toc81038140][bookmark: _Toc213044279]Purpose
To detail the recording and management of all incidents, injuries, near misses, property damage and theft, high potentials, and non-compliance through to completion.
Scope
This procedure applies to all areas of operation within McNab Construction which covers the following types of events:
· Incidents and/or accidents
· Near-miss situations that could have resulted in injury and illness
· Damage to Plant or Equipment or Facilities
· Hazards, Trends, or issues identified during monitoring and evaluation of safety and environmental performance across the organisation.
The McN-QP-113 Business Improvement Process procedure details the process described in this procedure. 
Monitoring of this procedure is documented in McN-QP-112 Compliance and Monitoring.
Definitions
	Word
	Definition

	Incident
	Any unplanned event resulting in one or more of the following:
· Injury to person or persons where no treatment is provided.
· Injury to person or persons requiring any form of treatment (including first aid)
· Receipt of fines, notices, infringements, or prosecutions from regulatory bodies.
· Any event which has caused or is likely to cause environmental harm.
For Incident Classification criterion refer to 20.15 Classification of Injuries.

	Dangerous 
Occurrence
	An incident where no person is injured, but could have been injured, resulting in Serious Personal Injury, Incapacity or Death. Also commonly called a “near miss”.

	High Potential Incident (HPI)
	Is an incident that causes or has the potential to cause a significant (Level 3 or 2) adverse effect on the safety or health of a person, property, or the environment on or within the near vicinity of McNab project sites or within another part of the McNab business.
Declaration will be the responsibility of the HSE Safety Manager or the HSE Business Partner and will be recorded within the Corrective Action Register (CAR Register). 

	Hazard Trend
	A trend, which may or may not be related to an incident or dangerous occurrence, which is identified through analysis of available data


Incident Reporting
The following accidents, incidents and events are to be immediately reported to a McNab site management representative:
Injury
· Fatality
· Lost Time Injury
· Medical Treatment Injury 
· First Aid
Other Incidents / Events / Situations
	· Notifiable Dangerous Incidents

	· Near-miss (Not notifiable to the regulator)

	· Environmental Incident

	· Visit from a Regulator (WHS or Environmental)
· Visit from a Union (including complaints)
· Complaints from Interested Party
· Security Incident


It is the responsibility of the Site Manager (SM) to ensure that for all injury, other incidents / event / situations:
· All incidents and dangerous Occurrences shall be reported using the 06.41 Incident Report and emailed to  safety@mcnab.net.au within the timeframes outlined in 08-DOC-017 Incident Response Categories and Timeline Flowcharts.
· Where there has been an injury, the Injury Management Checklist instructions within 20-DOC-002 Injury Management Pack, shall be followed and all appropriate documentation completed.
· The Project Manager (PM) is notified immediately to allow them to take appropriate actions.
· Complete 06.38 Incident Investigation Report for all High Potential Incidents, Dangerous Event and/or Serious Injury within 5 working days of the Incident Notification by HSE BP / Safety Advisor.
· The HSE BP will appoint the investigation team were deemed necessary by the Management Team  
Immediate Actions
All incidents and dangerous occurrences shall be reported to the McNab Site Manager as soon as practicable after being identified.  
The 08 DOC 003 Emergency Response Procedure process outlines the primary roles and responsibilities of staff in relation to reporting and management of initial response protocols.
The reporting timeframes for all incident types are outlined in the 08-DOC-017 Incident Response Categories and Timeline Flowcharts. 
Notification
Notification of incident and events other than those nominated in section 4 of this procedure are at the discretion of the Project Manager. 
Where notification to a statutory authority or asset owner is required (definitions and timeframes can be found on their notification web page), the Project Manager or Site Manager is to discuss these with their Construction Manager, who in conjunction with the HSE Manager, will ensure notification is made within the prescribed manner and timeframe. The Project Manager will also notify any incidents to the Client, including the provision of a report, in accordance with contractual requirements. Records of all communication shall be retained in within the project files or on Procore.  
[bookmark: _Toc456860697][bookmark: _Toc70607880]Incident Investigation Process 
Incident Investigations shall be carried out for the following incident types:
· Fatalities
· Lost Time Injuries
· Notifiable Incidents
· High Potential Incidents
For the following incident types, on a case-by-case basis, based on potential and/or commercial risk, the need to carry out a full investigation is determined jointly between HSE (HSE Manager or HSE BP) and Project Leadership (OM, PM or SM): 
· Near-miss (not notifiable to the regulator)
· First Aid
· Medical Treatment Injuries
· Regulatory Notice (i.e., received from a regulatory authority for health & safety or environment)
· Environmental Incident
· Security Incident
· Complaint from an interested party
[bookmark: _Ref264538940][bookmark: _Toc81225791]Basic Investigation Process Outline
The process for a basic investigation will be detailed in the 06.41 Incident Report. The Project manager in consultation with the allocated Safety Advisor will ensure the report is reviewed and closed out within agreed timeframes. 
When the investigation requires actions, this will be, monitored in the CAR Register which is located on the McNab intranet. 
Detailed Investigation Process Outline
The detailed investigation process shall be undertaken as follows:
Phase 1 – Mobilization
Once the requirement for conducting a detailed investigation is established, incident investigation personnel shall be mobilized to site. At least one member of the Incident Investigation Team shall be assessed as competent in performing incident investigations.
Competence for conducting incident investigations shall be evidenced through completion of at least one of the following courses:
· BSB41407 Certificate IV in Occupational Health and Safety; or
· Certificate of Competency in RIIOHS301A Conduct Safety and Health Investigations; or
· Completion and assessment as competent through internal incident investigation training; or
· Training in ICAM or similar methodology
Where the HSE Manager determines external specialist knowledge is required to conduct the detailed investigation, this knowledge shall be sought from legal professionals, industry contacts and field experts as necessary and utilized as part of the investigation.
The documentation to be utilized in the detailed investigation process is outlined in section 4 of this procedure.

Phase 2 – Collect Evidence
Photographs, material samples, measurements and site environmental conditions shall be taken as necessary. This material should be forwarded with the incident investigation report where it is relevant.
Particular note should be taken of:
· The work environment (for example: weather, area or workstation layout, dust, noise, housekeeping)
· Materials (including safe working documents, environmental etc.), plant and equipment (e.g., hazardous substances, tools, mobile or fixed plant, personal protective equipment)
· Location and actions of people leading up to, at the time of, and after the incident
· People involved or witnessing the incident shall be interviewed at the earliest opportunity
· Wherever possible, witnesses and those involved in the incident should be interviewed separately. Written statements from witnesses and those involved in an incident may also be required. Refer 06.39 Witness Statement 
· When gathering evidence from talking to people, facts shall be distinguished from opinion and / or hearsay. Hearsay should not be included in the investigation report
Phase 3 – Compile Data and Present Report
Data gathered from site inspections, physical evidence, documentation, and interviews shall be used to construct a sequence of events leading up to, during and after the incident (response and control of the scene). Events are determined from known facts from the investigation. The sequence of events shall cover all relevant events associated with the incident. This means that in some investigations, a long-time scale may be covered by the sequence of events.
The sequence of events may be further developed as causal factor analysis is conducted.
The detailed investigation must be documented on the 06.38 Incident Investigation Report. 
If the nature of the incident is such that it requires more information and detail than can be included on the 06.38 Incident Investigation Report, then a Free Text Report can be provided which contains as a minimum, the categories listed on the 06.38 Incident Investigation Report.
Incident Investigation reports must not be released for general distribution unless the HSE Manager has given prior authorization.
Incident scene
At the incident scene following a fatality/serious bodily injury incident or dangerous occurrence, the area should be isolated and not interfered with until the HSE Manager and or Division of Workplace Health and Safety, McNab and the client’s representatives have investigated the occurrence.
Interference with the scene is only permissible to relieve suffering of a person or to prevent further damage to property.
[bookmark: _Toc339362051][bookmark: _Toc81225792]Company requirements
Following a major incident, the media/ third parties may attend the site. If this occurs the site should be closed to all personnel giving access only to emergency services, police, and government officials. No statements should be made to the media following an incident. Statements made may be used in future legal proceedings.
Refer all media enquiries to the General Manager of Marketing & Sales, McNab Construction. 
[bookmark: _Toc339362052][bookmark: _Toc81225793]Injuries and work-related illnesses - company employees or subcontractors
All work injuries and work-related illnesses involving company employees and subcontractors, are to be recorded on the 06.41 Incident Report form. Where space on the form is inadequate additional sheets are to be attached to the original showing sketches, photos of the incident scene, witness statements etc.
[bookmark: _Toc339362053][bookmark: _Toc81225794]Investigations of incidents resulting in medical treatment and above 
It will be the responsibility of the Health, Safety and Environmental Manager to coordinate an investigation of any incident that results in a high potential incident, is deemed other by the HSE Manager, or has resulted in serious harm or a fatality. 
[bookmark: _Toc339362054][bookmark: _Toc81225795]Subcontractors’ employees
Where a lost time injury or illness is suffered by an employee of a subcontractor or a member of the public an investigation into the cause is to be instigated and the report is to be processed as in accordance with the 08-DOC-017 Incident Response Categories and Timeline Flowcharts.
Responsibilities and Competencies 
Responsibility for Investigation and the competencies required to undertake an investigation shall be as follows:
	Incident Type
	Responsibility
(Lead Investigator)
	Qualifications / Competency 

	Fatality
	To be determined in consultation with McNab external Legal Counsel and the McNab Managing Director.
	A person who is deemed by McNab external Legal Counsel to hold a degree/certificate or professional standing relevant to WHS and/or incident investigation.

	Any incident, other than a fatality, involving ongoing investigation by a regulatory body and where there is the potential for prosecution
	As appointed by McNab Managing Director, in consultation with the HSE Manager and Construction Manager.
	All or any of the following:
· Minimum 5 years’ experience in WHS/OHS.
· Completed a recognised course of training in incident investigation (e.g., ICAM)

	Any incident involving civil action by a second or third party
	As appointed by the Managing Director in consultation with McNab external Legal Counsel
	· A person who has completed a recognised course of training in incident investigation (e.g., ICAM); or
· Otherwise deemed suitable by the HSE Manager

	Lost Time Injury 
	HSE Manager/BP or 
Project Manager
	All or any of the following:
· Minimum 5 years’ industry experience; or
· Completed a recognised course of training in incident investigation (e.g. ICAM)

	Notifiable Incident
	HSE Manager/BP or 
Project Manager
	All or any of the following:
· Minimum 5 years’ industry experience; or
· Completed a recognised course of training in incident investigation (e.g., ICAM)

	All other incidents (where an investigation is required)
	Project Manager or 
Site Manager and HSE Advisor
	· Person has completed the WHS training; or 
· Incident Investigation Training


Where an Incident is being managed with McNab external Legal Counsel, their advice will take precedence over HSE Management system requirements. All reports are to be tracked in the Corrective Action Register, unless they are covered under legal privilege or as determined by a member of the McNab Executive Team e.g., for confidentiality reasons. 
[bookmark: _Toc456860698][bookmark: _Toc70607881]Control of Worksite following Notifiable Incidents 
WHS Legislation has non-disturbance, site preservation provisions which require the area where an incident defined as a ‘non-disturbance’ or ‘site preservation’ remain unaltered until an inspection/investigation has been carried out by the relevant authority. In accordance with such provisions all work is to cease in the affected area and appropriate barricades and signage displayed, to prevent unauthorised entry or the area otherwise altered or contaminated. Where possible all plant and machinery is to be turned off. 
The ‘non-disturbance’ or ‘site preservation’ provisions, do not prevent actions necessary to assist or remove a trapped or injured person or other actions directed or permitted by an authorised representative of the relevant authority.
[bookmark: _Toc456860699][bookmark: _Toc70607882]Corrective Action / Lessons Learnt
The Project Manager or nominated persons are to ensure the investigation report and all corrective actions arising from any incident investigations are closed out in a timely manner, including recording as ‘closed’ on McNab ‘Corrective Actions Register’.
For all High Potential or significant incidents, the HSE Manager or nominated person, where deemed appropriate, is to issue a safety alert or safety share to the company advising what corrective actions are to be taken, to prevent a reoccurrence. This may include:
· A review of the HSMP
· A review and update of Project Risk Register
· A review of ‘Environmental Aspects and Impacts Register’
· A toolbox meeting or other appropriate means of communicating lessons learnt with the workforce
· a review of any SWMS for High-Risk Construction Work relating to the incident 
· significant incidents may also be incorporated into McNab training additional action and measures
· A review of any task-specific information (e.g., JSA, Safe Work Instruction etc.)
· Specific action to be taken by McNab and or a subcontractor or other entity
[bookmark: _Toc81225801]Communication 
McNab shall communicate details of the incident and preventative measures undertaken to prevent reoccurrence:
· Site Prestart Meetings
· Safety Alerts
· Notice of Incident
· Toolbox Talks
· Staff Meetings
· Company Newsletters
· Management Meetings
· Site Team Meetings

The Project Risk Register (PRR) meeting shall monitor corrective actions for effectiveness at a project level and to ensure that corrective actions are closed out in the required timeframe.
Preventive Measure process 
Preventive measures will be reviewed using Procore Observation method considering trends identified to ensure reoccurrences do not occur. 
The responses to non-conformances will be reviewed by the HSE Manager & HSE BP’s monthly, ensuring agreed actions are documented and a summary is presented at the executive management meeting. 
While the above process is reactive, proactive measures will be achieved through the following process:
· Project Risk Register reviews which are conducted during project start-up phases, fortnightly risk reviews and reviewed though the implementation of Work Method Statements and Risk Assessments.  These form part of the overall risk management processes as detailed in 08-DOC-002 Health and Safety Management Plan (HSMP) and
· 06.44 Monthly HSE Inspection
Hazard Trend Identification and reviewing Effectiveness
The Executive Team shall review incident, non-conformances, and detailed investigation reports monthly.
The overall effectiveness of the hazard identification, risk assessment and control processes in place during any unplanned event, as well as the investigation processes used, shall also be monitored monthly by the Executive Team. 
Where the hazard trends are identified, and the control measures are not effective the Executive Team may deem a detailed investigation to be undertaken. The HSE Manager will be responsible for this to occur.  
Where identified, any system failures shall be remedied to prevent a recurrence of the circumstances.
The executive safety meeting minutes shall reflect the outcomes of investigations.
5.12	Management Review 
The Executive Team will meet monthly to review the overall system performance and review the objectives and targets as per 03.29 HSEQ Objectives and Targets.  
Project Requirements
For live projects, a copy of the 08-DOC-017 Incident Response Categories and Timeline Flowcharts and the 06.96 Emergency Response Scenarios are to be printed and kept at a prominent location i.e. sign-on location.
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