Employee Safety and Health Program

W Mhepartsrsevark ol Laslsoer

Poalicy 9: Investigation and Reporting of Events | Effective Date: April 1, 2004

Refer ences:

North Carolina State Employees Workplace Requirements Manua for Safety and Hedlth,
pages2.2.1-2.2.4

North Carolina State Employees Workplace Requirements Program for Safety and
Hedlth: Section 2, page 2.8.1

Purpose:

To provide amechaniam for the investigation of eventswhich result in: (1) injuries, (2)
occupationd illnesses, and or (3) violence or crimina activity to Department of Labor
employeesin the course of the performance of their job duties in order to determine the
cause of such events and assess the need for training, policy or procedura changesto
prevent recurrence; and, to establish a process for the timely investigation of dl serious
accidents to Department of Labor employees.

Policy:

l. The supervisor of an employee experiencing an injury or occupationd illness, or an act of
violence or crimind activity while performing the duties of the job, shall invedtigate the
actions and conditions leading up to and causing the event, determine the causes of the
event, and make recommendations for preventing their recurrence.

. In the event of a serious accident to any Department of Labor employee, the affected
employee’ s supervisor, in conjunction with the Workers Compensation Administrator
and the Safety and Hedlth Coordinator, shal investigate the accident, and shall issue a
report to the Commissioner of Labor, Divison Directors, and the affected Unit Manager,
which shall document the causes and effects of the accident and include
recommendations to prevent the recurrence of such an accident.

Procedures:
l. Adverse Events
A. Initiation of Investigation

1 Upon natification that an employee has experienced an event, the



supervisor shdl initiate the following steps:

a

If the event isan injury or occupationd illness, the supervisor shdll
ensure that the procedures established by the Departmental
Workers Compensation Adminigtrator are followed.

If the event isan act of violence or crimind activity, the supervisor
shdl ensure that the proper authorities have been contacted in
accordance with Policy 11 of the Employee Safety and Hedlth
Manud.

Within twenty-four (24) hours of natification, the supervisor shal begin
an investigation of the event.

a

If the reported event resultsin medical trestment only, the
supervisor is not required to provide a physicd investigation of the
Ste of accident unless it occurred on property controlled by the
Department.

If the reported event results in restricted work or lost work days,
and the accident Ste is within the State of North Cardling, the
supervisor shdl provide for the site of accident to be observed and
any rdlevant facts recorded.

I. The supervisor may dect to vigt the accident site
persondly, or may delegate responsibility to an employee,
who shal perform the ingpection duties listed below asthe
respongbility of the supervisor. The employee must have
adequate knowledge to perform such investigation.

i. The supervisor shal, with assstance of the Workers
Compensation Adminigtrator if deemed necessary,
determine if it is necessary to record the Site of accident on
film or videotape.

If anillnessis reported, the supervisor shal determine, with the
assistance of the Workers Compensation Administrator if
necessaty, if avigt to an offgte location will contribute to the
investigation.

If the reported event resultsin restricted workdays or lost
workdays, and the Site of accident is outside the State of North
Caradling, the supervisor shdl immediatdy notify the Unit
Manager, who shdl make provisonsfor the physica inspection of
the accident Ste. The Unit Manager may contact the Workers
Compensation Administrator for assistance if deemed necessary.



e If the reported event meets the requirements for Serious Accident
as st forth below, the supervisor shall follow the procedures
outlined below.

The supervisor shdl interview, and may if deemed necessary, record the
gatements of the following individuas: the afflicted employee, any
persons who were involved in or witnessed the event, and any other
persons with information relevant to the investigation.

a It isthe respongibility of dl employeesto cooperate with
investigations conducted under this policy and give truthful
information to the best of their knowledge.

b. Other involved persons may refuse cooperation with the
investigation. In such cases, the supervisor shdl record their name,
address, phone number, and their reason for refusd, if any isgiven.

The supervisor shdl record the results on the investigation on the
Supervisor's Investigation of Event Form provided by the Employee
Safety and Hedlth Steering Committee, and should submit it to the
Workers Compensation Administrator within four (4) days of notification
of theevent. If the supervisor cannot complete the investigation within
that time, he/she shdl contact the Workers Compensation Administrator
within that timeframe, explain the need for delay, and make an interim

report.

B. Determinations from Investigation

1.

The supervisor shdl attempt to ascertain the following information, as
gppropriate, through the investigation:

a Actions |leading up to the event.

b. The specifics of the event itsdf.

C. The type of event.

d. Any equipment or tool involved in the event, the type of power
driving the equipment or tool, and the part that caused the
afliction, if gpplicable.

e. If asafety guard or device was heeded on the equipment or tool, if

it wasin place or removed, and if it was or would have been
effective in place.



f. If apolicy, procedure, work rule, or standard existed that addressed
the issues of the event, if they were followed or violated, and if
they were or would have been effective.

s} Issues that caused and/or contributed to the event, in the categories
of environment, equipment, and employee.

h. Any other pertinent information.

The supervisor shall attempt to devise methods to prevent the recurrence
of the event to other employees.

a The supervisor shdl ascertain what actions, if any, within hisher
authority should be taken.

I Categories shdl include, but not be limited to:
@ Correction of physicd hazards.
(b) Purchase and issuance of equipment.
(© Employeetraining.

(d) Creation of or changesto policy, procedures, and/or
work rules.

i. The supervisor shdl prepare aplan of action for the
implementation of these methods.

b. The supervisor shdl devise recommendations for actions beyond
his’her authority which the supervisor determines should be taken
to prevent recurrence, and shdl record them on the Supervisor's
Investigation of Event form.

The Workers Compensation Adminigtrator shdl review the supervisor's
recommendations within one week of receipt of the report, and shdl
forward them to the Employee Safety and Hedlth Steering Committee, the
affected Unit Safety and Hedth Committe(s), the affected Divison
Director(s), and/or the affected Unit Manager(s), as appropriate.

The affected Unit Safety and Hedth Committee shal ensure that the
recommendations are followed by assgning responshility for correcting
the issue(s) addressed and establishing a deadline for action.

Storage and Retention of Investigation Report



Serious Accidents

A.

The report generated from the supervisor's investigation shdl be
retained in the Workers Compensation file for the ffliction, for
the period established in Policy 6 of the Employee Safety and
Hedth Manud.

The report shdl be considered an exposure record, and a copy shall
be made available to the employee upon request under the
proceduresin Policy 6.

If any employee becomes aware of an event which in higher determination meets
the definition of Serious Accident, that employee shal immediatdly contact
his’her supervisor.

Upon noatification, the supervisor shal immediately hat the work of Department
employees at the accident Ste.

1. If theaccident Steison property controlled by the Department, the
upervisor shal:

a

Take precautions to prevent further injury to other personnel in the
area.

Take feasble precautions that will limit the spread of damage and
not expose Departmental employees to further danger.

Provide for emergency first aid to any injured personnd, and make
provisons for injured personnd to be transported to the
appropriate medica facility in accordance with the building's
emergency procedures.

Secure the accident Ste, including but not limited to the following:

I. Have dl unnecessary and uninvolved personnel leave the
area.

. Asaure that nothing is cleaned up or tampered with by
unauthorized persons or Department employees.

i. Physicdly block off the areawith rope or tape, if deemed
necessary.

V. Allow no one to re-enter the site, with the exception of
authorized Department staff; law enforcement personnd;
firemen, emergency response, and HazMat Team



2.

personnel; and ambulance or rescue personnel.

If the accident dite is not on property controlled by the Department, the
supervisor shdl:

a Assure that injured personnel are provided medical trestment and
Department employees are removed from the area of danger.

b. Determineif saff should be sent to the site to record details of the
accident site,

C. Determine if the proper response authorities have been notified,
and provide for natification if they have nat.

The supervisor shdl then contact the following persons:

1.

2.

3.

4,

The affected Unit Manager;
The affected Divison Director;
The Workers Compensation Adminigtrator; and

Any other persons specified in other Departmentd, Divison, or Unit
procedures.

The supervisor shdl then gather preliminary information on the accident by:

1.

Preparing alist of witnesses to the accident -  including Department
employees, members of the genera public, and others - and informing
them where possible that they may be interviewed by the Workers
Compensation Adminigtrator.

Preparing alist of persons who were involved in the accident or its cause.

Instructing each Department witness to prepare comprehensive and
detailed statements of the accident and their involvement.

Duties of the Workers Compensation Administrator

1.

The Workers Compensation Administrator shall report any accident
which isfad to one or more employees, or which resultsin the
hogpitdization of three or more employees, to OSHNC within eight (8)
hours of the accident or desth, and to the Office of State Personnd,
Employee Risk Management Section, within twenty-four (24) hours of the
accident or death.



The Workers Compensation Adminigtrator, in conjunction with the
Safety and Hedlth Coordinator, shdl coordinate with the supervisor
investigating the accident and/or the controller of the accident ste (if
different) to perform the following tasks.

a Investigate the accident Site.

b. Photograph the accident site and any evidence associated with the
gte.

C. Measure the dimensions of and sketch the accident site and any
other object or dte involved in the accident.

d. Acquire samples of any chemicals or substancesinvolved in the
accident.

e Conduct recorded interviews of dl personnd involved in and/or
witnessing the accident.

Within one month of the accident, the Workers Compensation
Adminigtrator, in conjunction with the Safety and Hedlth Coordinator,
shdl present to the Commissioner of Labor and the Director of the
affected Divison afull report of the accident and recommendetions to
prevent its recurrence.

a Thisreport shdl include, but not be limited to, the details of the
accident, when the accident occurred, who was involved in the
accident, and a determination of the cause of the accident

b. The Workers Compensation Administrator shall make the report
and recommendations available to the Employee Safety and Hedlth
Steering Committee, the affected Unit Safety and Hedlth
Committees and to the employees of the affected unit.

c. It shdl bethe responghility of the affected Unit Safety and Hedlth
Committee to oversee the implementation of the recommendations.
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