INCIDENT REPORTING

1.1 Purpose

It is a legal requirement under Occupational Injuries and Illnesses (U.S. Department of Labor, Bureau of Labor Statistics) and an insurance requirement to report all workplace injuries and serious near misses. 

1.2 Application

This sets out a procedure for reporting all incidents and potential hazards.  The prime responsibility for recognizing and removing or safeguarding hazards rests and remains with each Department and Faculty. 

1.3 Legislation

Occupational Safety and Health (OSH) Act of 1970, see regulation 29 CFR Part 1904.

1.4 Responsibilities

1.4.1 Finance Office
· Report serious incidents to appropriate authority i.e. workers compensation, special health risk insurance agent, or general liability insurance agent as required.
· Review all incident report forms and assess corrective action as required. 
· Monitor incident trends.
1.4.2 Head of Department or nominee
· Ensure that staff are aware of the incident reporting procedure.
· Ensure that action is taken to eliminate or minimize risk. Sometimes it is obvious what action needs to be taken. Other incidents are more complex because of contributing circumstances and an incident investigation may need to be undertaken it identify appropriate action to prevent the event from reoccurring. For further information refer to procedure contact Carolyn Hoover at (301) 790-2800 ext. 330.
· Ensure all incidents are reported according to regulatory and university requirements.
· If the serious incident occurs after hours please contact security on campus.  Also notify the Finance Office for insurance reporting purposes. 
1.4.3 Supervisors / Managers
· Ensure that any injured person receives first aid in the event of an injury. Initiate clean up action as required following an incident.
· Ensure that the incident report form is completed and sent to the Finance Office within 48 hours of the incident occurring
· If incident includes contact with human fluids such as a needle stick injury, please contact Carolyn Hoover at (301) 790-2800 ext. 330.
1.4.4 All Employees
· Report all incidents and hazards immediately to the supervisor of the work area. 
· All incidents must be reported within 48 hours.
· If medical treatment and/or time off work are required a claim for workers’ compensation should be filed. 
1.4.5 Students and Visitors

· Report all incidents and hazards immediately to the supervisor of the work area. Some students are employed on a part-time basis and thus become an employee. Great care must be exercised to determine in case of an accident if the person was a student or an employee at the time. The basic test is – was the person performing an activity on a paid basis or performing an activity in pursuit of study. 
1.5 Procedure and Guidelines

Definitions
Incident  
An unplanned event which may cause injury to people and/or damage to property and equipment, or has the potential to cause injury, disease or damage. The term’s accident and incident are interchangeable and include ‘near miss’ situations. 

Hazard  

Any obstruction, matter or event that has the potential to cause injury or an accident.

Serious Incident  

Any incident that causes injury or loss to a staff member, student or member of the public or a college asset or results in an impact on the environment. Examples are a broken arm, building fire, spill of _________ (quantity) of chemicals to a drain.

Serious Near Miss 

A situation arose that could have resulted in a Serious Incident but did no damage or impact on/to staff, students, the public, college assets or the environment. Examples are nearly hit by a car on campus, nearly hit by falling tree branch.
1.6 Incident Types
Insignificant: 

Little or no potential loss

Minor injuries or minimal contamination

Team should include immediate supervisor and person involved
Minor:

Minor loss or potential for minor loss

Multiple minor injuries or contained contamination

Team should include immediate supervisor and person(s) involved

Moderate:

Potential loss of one to five days due to injury or illness

Potential for other reasonable costs to be incurred

Injuries requiring medical treatment or assisted contamination control

Team should include ___________________
Major:

Potential loss of more than five days due to injury or illness

Potential for other significant costs to be incurred

Extensive injuries or major contamination

Team should include _______________

Catastrophic:

Potential loss due to death or permanent disability

Potential for large financial loss

Death and multiple injuries or major contamination with toxic effects
Team should include ______________
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