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Incident Reporting & Investigation Overview Flowchart














Employee Responsibilities for Reporting and Managing Incidents


















Franchisee / Manager Responsibilities should Staff Report Early Discomfort




Franchisee / Manager Responsibilities should Workplace Incident Occurs
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Manager Responsibilities should a Serious Harm Injury Occur


















Incident occurs i.e. discomfort, near miss, injury (first aid, medical, serious harm, lost time)





Urgent assistance is provided immediately (when required)


Note:


If needed, contact emergency services by dialling 111 and ensure people are sent to the injured person


Provide first aid as necessary (ensure supplies are replaced)


Control any hazards that could cause immediate harm 








Incident is reported to the Franchisee / Manager / Contractor as soon as possible


Note:


An Incident Report Form needs to be completed in all circumstances  


If Serious Harm (now called notifiable) has occurred see Serious Harm Flow Chart for process to follow














Timely Medical Treatment if required





The injured person is to be accompanied to the Doctor by a colleague if possible


All medical certificates to be sent to the Franchisee / Manager immediately 


         (Along with this a copy of the injury report completed by the Contractor / employee)








Incident recorded and reported by Franchisee / Manager / Contractor





Paperwork  completed by end of shift that an incident has occurred 


Communicate injury to Fonterra Brands (NZ) Limited (FBNZ) Franchise Business Consultant as soon as practical











Incident investigated completed by Franchisee / Manager / Contractor and / or FBNZ Franchise Business Consultant within 7 days





Identify and report new or unmanaged hazards


If incident is medical treatment or scored above 7 in risk matrix, need to investigate formally


See Incident Investigation Flow Chart and record activities


Track the progress of any corrective actions and close out when completed

















Share findings from investigations





Franchisee / Manager / Contractor to report on incident and controls in place to respective Franchise Business Consultant 


Franchise Business Consultant to advise Franchise management team to assess incident and if appropriate share information within the company (FBNZ)








Work-related injury or illness





If you become ill or injured due to your work, you need to take action as soon as possible





Near Miss





If you are involved in a situation at work where injury could have happened you need to report a near miss incident





Complete an Incident Report Form and give to your Manager as soon as possible





Non-work accident





If you have a non-work injury that needs medical treatment, time off, or restricted duties, you need to take action as soon as possible





Early Discomfort





If you notice discomfort related to a work activity that is getting worse, or that does not go away in 1-2 days, you need to seek help as soon as possible to avoid pain and injury





Seek first aid treatment (if required)











If you need medical treatment, see your doctor and complete and ACC form (make sure you keep a copy)





Complete an Incident Report Form as soon as possible and give this to your Manager. You will need to take part in an incident investigation to help prevent future incidents. Note that all lost time injuries will be reviewed by Franchise Leadership Team to identify opportunities to improve management of health and safety in the workplace.  





Complete an Incident Report Form, noting your discomfort and give it to your Manager as soon as possible








If you are unable to return to work or need to do restricted duties, contact your Manager at the first opportunity so cover for you can be arranged and your claim can be processed. 





If you require medical treatment, see your Manager before leaving the site. They may; 


Provide you with a list of alternative duties and possibly a letter for the Doctor and forms for you to complete 


Arrange for someone to take you to the doctor 








Work with your Manager to identify and resolve any factors that might be contributing to discomfort








Help investigate the near miss and identify any actions needed to prevent future injury 





After seeking medical treatment, you need to:


Report immediately to your Manager  with any ACC or light duties forms 


Provide information about your claim to your Franchisee / Manager 


Participate in any rehabilitation planning activities, including the undertaking of alternative duties.





Provide a doctor’s certificate to your Manager to cover:


Your absence


Altered duties


Clearance to resume full duties





STAFF REPORT EARLY DISCOMFORT





Meet with the employee to review their;


Incident Report From


Work environment


Tasks 








If an Employee reports they have early discomfort (i.e. before an injury), ask them to complete an Incident Report Form as soon as possible (i.e. that day)





Identify factors that may be causing discomfort (with assistance from the FBNZ H&S rep if required)








Agree with the employee how risk factors will be reduced and record these corrective actions on Incident Investigation Form





Update H&S folder





Monitor discomfort levels and if there is no improvement then refer to the Doctor





Key Learning Point





If discomfort symptoms are managed early then you will prevent pain, injury and unnecessary time away from work








A PERSON HAS AN INCIDENT / ACCIDENT AT WORK





Follow incident investigation procedure 


For any incident with a risk score greater than 7 


Complete within 7 days along with any corrective actions identified








Franchisee / Manager should take the person to the Doctor 








Key Learning Points





Look after injured person(s) first and foremost





Follow  due process for managing serious harm accidents 





Accompany injured employee(s) to  the doctor





Keep FBNZ Franchise Business Consultant informed 





Enter incident information into  H&S  folder





Keep in contact with injured person(s) weekly 














Do they require medical treatment?





Is the injured person an employee? 





If serious harm - follow procedure and report to Franchisee / Manager and/or FBNZ H&S team and they will notify Worksafe NZ. Do not interfere with the scene





No





Yes





Yes





No





Ensure appropriate access to first aid and medical treatment








After treatment:





Send medical forms and copy of Injury Report to Manager immediately so the claim process can be initiated


Start investigation of incident with injured person as soon as possible (this needs to be completed within 7 days)


Keep in contact with injured person at least every week until fully recovered 





By end of shift – complete all forms required 


Incident Report (must be completed in every case) 


Injury Report (if injury has occurred) 


Hazard Identification Form (if required)





A PERSON IN THE WORKPLACE SUFFERS SERIOUS HARM / NOTIFIABLE EVENT





In addition to the procedure for any accident at work





Isolate the area immediately, do not change or remove anything from the scene  





Inform your Franchisee / Manager & FBNZ Franchise Business Consultant as soon as possible





Did the Incident happen within normal working hours?





No





Yes





Contact Worksafe NZ to register a  Notifiable Event as soon as possible and follow procedure





Franchisee / Manager and/or FBNZ H & S team to contact Worksafe NZ to register a Notifiable Event as soon as possible and follow procedure














Conduct initial investigation of accident. Forward to Franchisee / Manager and FBNZ Franchise Business Consultant within 7 days of accident





Franchisee / Manager to submit written copy of Serious Harm form to Worksafe NZ within 7 days to provide notification and circumstances surrounding the accident





Key Learning Points


First priority is the wellbeing of the injured person


When reporting the incident to Worksafe NZ as soon as practical ( within one hour of the accident where possible)


Stick to the facts regarding the accident (do not speculate on potential causes)


Isolate the area immediately (do not remove and equipment / machinery from the area until  instructed by FBNZ or until the Worksafe NZ has given the all clear)


Collect as much evidence for the investigation as possible
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