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I. Purpose
The purpose of the Accident Investigation Policy is to establish a means of recording an accident to prevent reoccurrence of the same or similar accidents. Augustana College strives to maintain a safe work environment in order to prevent occupational injuries and illnesses. Augustana College is committed to protect its employees, faculty, students, physical assets and the environment. Augustana College will do everything reasonably possible to prevent accidents and injuries to employees. While the college strives for zero recordable accidents, the reality is that injuries can and do occur. All accidents and/or injuries must be reported to Human Resources as soon as possible and in all cases within twenty-four hours. Employees who fail to report work-related injuries promptly are subject to disciplinary action.

II. Scope
This policy applies to all Augustana employees and student workers who are injured or involved in an accident or near miss during the course of their work and/or within their work place.
Ill. Policy
It is the policy of Augustana College to investigate all injuries, accidents and near misses immediately. Upon completion of the investigation, provide all required information as required by OSHA, if applicable (29CFR1904). The following are some examples requiring reporting:

· Property Damage

· Lost Time

· Environmental Release

· Occupational Illness

· Fire

· Critical Injuries
· Fatalities
Any reported workplace injuries or near misses will be reviewed at least on a quarterly basis by the Safety Committee.
IV. Procedure
The Accident Report form and the Accident Investigation form are tools for department managers, supervisors and safety committees to find the root causes of illnesses, injuries and near misses and to take corrective actions to prevent reoccurrence. 
A. Single Injury / Accident  / Near Miss
1. The involved person should immediately report any injury, accident or near miss to their supervisor. If there ever is any doubt concerning any injury call the Campus Security Emergency number (309) 794-7711for help or 9-911. If a cell phone is used to dial 911, provide the dispatcher with the following: You are in the state of Illinois, city of Rock Island, at Augustana College, the specific location the involved person is on campus. Follow the 911 call up with a call to the Campus Security Emergency number (309) 794-7711 telling them of the location of the involved person.
2. Once the involved person’s injuries have been addressed and/or they have been transported to a medical facility gather the appropriate forms to be filled out. The supervisor should print out the Accident Report form and the Accident Investigation form.
a. The supervisor completes the top portion of the Accident Report form as soon as possible. The involved employee, if possible, completes the employee statement located on the back of the Accident Report form, circles the body parts injured and signs and dates. The filling out of the Accident Report form must never, in any way, hinder taking an injured employee to the Emergency Room for treatment.
b. Whenever possible, an accident investigation should be completed within 72 hours of the incident/accident. At least two people should perform the accident investigation. The members conducting the investigation should consist of the on-call Human Resources representative and the supervisor/manager from the department of the involved person. If possible, the involved person should be interviewed to gather any additional information.
3. Record the following information gathered on the Accident Reporting and Treatment Forms.
a. Provide treatment for the involved person, if injured. If the involved person is injured and requires medical attention, a representative from Human Resources or Public Safety will drive the involved person to the healthcare provider. 
1) Contact Human resources or Public Safety if the involved person is being transported to the healthcare provider (Concentra, 555 Valley View Drive, Moline, IL). Human Resources or Public Safety will call Concentra and let them know of any injury and required drug test for the involved person.
b. Secure the scene to ensure the safety of others and to preserve evidence.

c. Record the date and time of the injury, accident or near miss. If there was a delay in reporting, justification should be provided for the delay.
d. Describe the cause of the injury, accident or near miss and the circumstances leading up to the injury, accident or near miss.

e. What precisely was the involved person doing immediately prior to the injury, accident or near miss?
f.  What equipment/material was involved?
g. If the involved person was injured, have them describe the pain (ie. sharp, dull, onset was immediate…).
h. Record the physical location of where the injury, accident near miss took place. If the injury, accident or near miss took place outside, record the weather conditions. Record as much detail as possible (take photos, measurements, weights, distances…)
i.  Record the names and addresses of all the witnesses of the injury, accident or near miss. Interview the witnesses as soon as possible after the incident. 
j.  Record any pre-existing conditions which may have led to the injury, accident or near miss.
k. Record any conditions  which may have contributed to the injury accident or near miss.

l.  When a root cause is identified, what corrective actions have been taken to prevent re-occurrence? Corrective actions may be design modifications, procedural changes and/or re-training.
B. Critical Injury / Two or More People Injured
1.
Any scene involving a critically injured person or at least two people should be immediately assessed to ensure the area will not endanger others entering the area unaware.
2.
Call the Public Safety Emergency number (309) 794-7711for help or 9-911. If a cell phone is used to dial 911, provide the dispatcher with the following: You are in the state of Illinois, city of Rock Island, at Augustana College, the specific location the involved person is on campus. Follow the 911 call up with a call to the Campus Security Emergency number (309) 794-7711 telling them of the location of the involved person. The campus dispatcher can coordinate the EMS response, provide traffic control and guide the ambulance to the appropriate location.
3.
Do not move the victim unless he/she is in a life-threatening location.
4.
The on scene supervisor/manager should complete steps 2 & 3 from A. Single Injury / Accident / Near Miss.
V. Responsibilities
A. Managers/Supervisors
1. Insure involved personnel have immediate medical assistance if injured.

2. Report any injury immediately to Human Resources or Public Safety so they may notify the health care provider.

3. Report any incidents or near misses to Human Resources.

4. Fill out the Accident Report form and the Accident Investigation form.
5. The accident investigation should be completed within 72 hours of the injury, incident or near miss.

B. Safety Committee Member
1. Complete and review the accident investigation along with making recommendations for corrective actions in-order to prevent reoccurrence to management.

3. Support the implementation of this policy by discussing injury trends with, if known, with Human Resources and Public Safety.

4. Protect the privacy of employees with respect to the associated injury, incident or near miss in the Safety Committee Member’s possession.
C. Human Resources
1. Investigate all injuries, incidents and near misses.
2. Review all accident investigations and corrective active actions to prevent reoccurrence to verify they were complete. If the corrective actions are not complete ensure they are being tracked for completion.
3. Ensure accident investigation is provided as needed.

VI. Communication
This policy will be explained as needed to employees through new employee gathering or task specific training.
VII. Evaluation
This policy should be reviewed annually.

VIII. References
Augustana College, Staff & Administrative Employee Handbook, Safety at Augustana, Injury Care and Accident reporting.
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