Accident Reporting and Investigation Procedures
Policy

It is the policy of       that all employee accidents be handled in accordance with this policy to ensure continuity in our efforts, minimize human suffering, control claim cost and return injured workers to a productive status as soon as possible. Each dealership will be held accountable for complying with this policy. On-going field audits by loss control representatives of Brentwood Services will serve to monitor compliance, as will quarterly reviews of claim files by       management.

Our Goal

· Employees reporting accidents to supervisors as soon as they occur but no later than 24 hours.

· Dealership reporting accidents to Brentwood Services the same day they get notice from employee using Form C-20.

· Accident Investigation form is to be completed by supervisor at the same time Form C-20 is completed then delivered to      .  Copy goes to GM of dealership.

Procedures

If an injury occurs, the first and most obvious goal is to get the injured employee medical assistance. This may come in the form of First Aid or doctor’s care. The supervisor or someone of authority should be directing these events as they unfold.

1. Secure the accident scene as soon as possible, especially if a fall or piece of equipment is involved. Example: The first reaction in the case of a fall or slip is too clean-up the scene. Remember, while this is not a criminal investigation, the same methods apply. Don’t sweep away or wipe up important evidence until someone has had the opportunity to take pictures, question witnesses or make a diagram. Mark off the area with cones or tape to prevent someone else from repeating the accident.  

2. Investigate the accident thoroughly as soon as possible.  Identify any witnesses to what has happened and take statements.  Investigate to find facts, not to place blame.

3. Complete Form C-20 and the Accident Investigation Form at the same time while information is fresh in everyone’s memory. Remember, while certain assistance in completing the Form 19 is expected from HR, i.e. wages, hire date, etc. the accident descriptions, investigation and recommended corrective action should come from the supervisor.

4. After completing the two forms, distribute them to the proper recipients.

· Dealership business office and/or GM gets Form C-20 and Accident Investigation Form   (refer to the attached distribution list)

·       gets copy of Accident Investigation Form

ACCIDENT INVESTIGATION FORM

	Accident Data

	Injured Employee:
	
	Date of Accident:
	

	Department:
	
	Time of Accident:
	

	Supervisor:
	
	Investigation Date:
	

	Description of accident

	

	

	

	

	

	

	Analysis 

(Check as many as apply)

	UNSAFE ACTS
	UNSAFE CONDITIONS
	PROGRAM

	
	Failure to follow standard operating procedures or safety rule
	
	Defective tools, equipment or machinery
	
	Inadequate enforcement of safety rules

	
	Failure to use guards provided
	
	Congested work area
	
	Inadequate job instruction

	
	Failure to use personal protective equips. 
	
	Tools, drop cords, parts on floor
	
	Inadequate safety procedures established

	
	Making safety devices inoperable
	
	Fluids on floor
	
	Other (describe below)

	
	Operating equipment in unsafe manner
	
	Uncovered floor openings
	
	

	
	Using defective equipment
	
	Hazardous chemicals/substances
	
	

	
	Operating w/o authority
	
	Flying/falling objects
	
	

	
	Improper lifting, lowering or carrying technique
	
	Hazardous atmosphere: gases, dust, fumes, vapors
	
	

	
	Using wrong tools or equip.
	
	Improper material storage
	
	

	
	Other (describe below)
	
	Inadequate ventilation
	
	

	
	
	
	Radiation (welding) exposure
	
	

	
	
	
	Worn parts
	
	

	
	
	
	Other (describe below)
	
	

	
	
	
	
	
	

	Prevention

(Describe what actions have been or will be taken to prevent future occurrences)

	

	

	

	

	

	Person Responsible for implementing actions:                                  Target Date for Completion:

	Completed by:
	
	Date:
	
	Reviewed by:
	
	Date:
	


Note to investigator: Take pictures & get witness statements if you can. 

Note to Reviewer: Review causes to make sure program is being implemented per dealership requirements.

