Insert Company Name Here

Insert Company Name Here Incident Investigation Policy
This policy applies to all company employees and contracted employers and is applicable to all work sites. All employees must follow this policy and other company policies, safety standards, and all applicable OHS legislation. 
Senior Managers will ensure that there are dedicated resources for the success of the investigation process. Managers and supervisors will participate in the investigation process. Employees will participate in the investigation process and follow corrective actions. 
· All incidents, near misses, occupational illnesses and work refusals will be reported and investigated. 
· The intent of an investigation is to find root causes and establish corrective actions to ensure the health and safety of all employees, contractors, visitors, and the public. 
· Insert Company Name Here will report incidents to Alberta OHS in accordance with the OHS Act.
· Insert Company Name Here will report incidents in accordance with applicable WCB legislation. 
· Incidents are reported by following the Insert Company Name Here incident reporting procedure. 
· Corrective actions identified in investigations are implemented as soon as possible. 
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Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.
[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete the instruction pages when finished.

Investigation Policy
The goal of incident investigation is to determine the direct (worker level), basic (supervisor level), and root causes (management level) of an incident. There are different methods and processes for incident investigations. One system is the Simplified Investigation Process presented in ACSA’s Work Site Investigation Basics course. You should develop standard incident reporting procedures and investigation procedures according to your specific operations and train employees on this system.
Highlights of OHS Act (s.33)
Reportable injuries or incidents requiring an investigation and report:
· An injury, illness, or incident that results in the death of a worker
· An injury, illness or incident in which there is reason to believe the worker has been or will be admitted to a hospital
· An unplanned or uncontrolled explosion, fire, or flood that causes a serious injury or illness, or that has the potential of causing a serious injury or illness
· The collapse or upset of a crane, derrick, or hoist
· The collapse or failure of any component of a building or structure necessary for the structural integrity of the building or structure 
· Any injury, illness, or incident that had a likelihood of causing a serious injury or illness (that could have resulted in hospitalization or fatality), and there is reasonable cause to believe that corrective action may need to be taken to prevent recurrence
· Note: There are additional reportable incidents for mines or mine sites.

· Employer must investigate and prepare a report for all reportable injuries and incidents (see list above)
· Investigation Reports must:
· Describe the circumstances of the injury or incident
· Provide corrective actions
· Be kept for at least two years

· Employers must provide a copy of any report to:
· A Director of Inspections (OHS) and, 
· The HSC or HSR, if applicable, or 
· Workers if there is no HSC or HSR at the work site

· Employer must make reports readily available to OHS on demand
· OHS may decide to conduct an investigation at work site
· First aid reports must be completed for every acute illness or injury and kept for at least three years (OHS Code Part 11)


For more information:
Module 10 in ACSA Principles of Health and Safety Management course guide
Module 9 in ACSA Principles of Health and Safety Management for SECOR course guide
ACSA Work Site Investigation Basics course guide

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035

ACSA 2023 Audit Instrument Element 9
ACSA 2023 SECOR Evaluation Element 9
(Download the current versions from youracsa.ca)
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