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L.  REPORTING, RECORDING, AND RESPONDING TO OCCUPATIONAL INCIDENTS, INJURIES, AND ILLNESSES 

Reporting and Recording

Department Name employees are to report all incidents (including near misses) to their supervisor regardless of severity or whether or not an injury occurred. When an injury occurs an Accident Report Form needs to be filled out the day of the accident or as soon as possible. When an accident results in a lost workday, an Employer’s First Report of Occupational Injury or Disease must be submitted to the HR Manager within seven days of occurrence. Risk Management’s COPA II form is used for investigating and reporting incidents.

Accident Investigation

An accident is defined as an unexpected, undesirable event arising from an unsafe act or condition. It is the responsibility of the Supervisor to investigate all reported accidents, if an injury or property damage occurred. Failure to properly investigate and report accidents, concealing facts, or failing to obtain all the facts available interferes with accident prevention. The Supervisor must complete a COPA II form. Once completed, the Supervisor should maintain one copy. Additional copies should be forwarded to the HR Manager and Safety Officer.

All accidents, including near misses, will be investigated by the Department Name using the COPA II form.  By utilizing the information obtained from careful analysis of the accident investigation and completion of Part V of the COPA II form the fundamental cause(s) and corrective action(s) will be determined in order to prevent a reoccurrence.
The key ideas to keep in mind when investigating an accident are:

· Accidents must be investigated as soon as possible (within 24 hours), since an incident becomes increasingly difficult to remember and document with the passage of time. 

· Determine the cause or causes of the accident and report any behavior, condition, or act of negligence.

Information from Accident Investigation Report forms, minus any confidential information, is shared with the Department Supervisors. They are responsible for assuring that adequate resources are available to work safely and that employees use these resources. Information regarding incidents that occurred and methods to prevent similar incidents will be shared with all affected Department Name employees.

The Accident Investigation Reports will be utilized to identify:

1. The immediate cause of accidents

2. Fundamental/root causes of accidents

3. Corrective work practices or procedures, which could be used throughout the department

* The City of Philadelphia’s Risk Management’s COPA II form is attached. Instructions on completing the COPA II form are included at the end of the form. 
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