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Purpose 

The purpose of this program is to have effective procedures for reporting incidents. 

Responsibilities 

Individual responsibilities for reporting incidents are pre-determined and assigned prior to incidents. 

Safety Director 

• Ensures incidents are documented, reported, and investigated as required by this procedure.  
• Tracks all corrective actions to close-out.  
• Case manages all injury incidents and coordinates appropriate occupational injury care. 

Site Manager/Supervisor 

• Ensure incidents are reported as required by this procedure.  
• Supports the Safety Director in the Case Management process.  
• Gathers evidence, photos, documents, and witness statements to support the documentation and 

investigation process. 
• Manage the corrective action to close. 

Employees  

• Immediately report any incident or near-miss that occurs to your immediate supervisor. If your immediate 
supervisor is not available in person or by phone, send a text message.    

• Update your supervisor of any changes regarding the incident- changes could be changing conditions, 
severity, cost, regulatory interaction, law enforcement interaction, family inquiries, escalation in severity, 
etc. 

• Follow-up to close out assigned corrective actions, be it treatment, corrective, or communications, etc. 
 

Procedure 

 
Incident Reporting 
 

• Integrated Water Services investigates accidents and near-misses to prevent recurrence and ensure the 
safety of our employees and the environment. Accidents are undesired events that result in harm to 
people, damage to property, loss to process and/or the environment and/or damage to the reputation of 
the Company. Near-misses are defined as undesired events which, under slightly different circumstances, 
could have resulted in harm to people, damage to property, loss to process and/or the environment or 
damage to the reputation of the company. Both accidents and near misses are collectively referred to as 
Incidents. 

• Employees and contractors are to report all Incidents, unsafe acts, and unsafe conditions to their 
supervisor as soon as possible and in accordance with the reporting guidelines set forth below. Reported 
Incidents may receive varying levels of investigation based on the severity of risk potential of the Incident. 
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Incidents Reporting Procedures  

• Injury incidents must first be reported to the project supervisor and then to the WorkCare injury case 
management team by calling: 1-888-449-7787.  

• In the event of an incident that requires immediate emergency response, contact 911 or the appropriate 
emergency services listed in the Emergency Action Plan (EAP) for your specific project. To create an EAP 
for your project, go to  www.iws.support Emergencies tab and complete an Emergency Action Planning 
form. Upon submitting the form an EAP will be delivered to your email.   

• All incidents shall be reported, documented, and investigated for causal factors, and the results must be 
reported to Integrated Water Services utilizing the incident notification form located in the Company 
Support Center at www.iws.support in the Incident Management tab. The incident notification form will 
also be utilized as a means for tracking changing conditions or diagnosis surrounding incidents. It is the 
responsibility of the Integrated Water Services supervisor, the project safety steward, and the safety 
director to cooperate in the action of gathering and reporting incident related information. 

• When an incident report is initiated, the notification process is automated via conditional logic tools that 
manage the desired workflow. It is imperative that the information reported is truthful and thorough 
throughout all phases of response and investigation.  

 
Spill and Hazardous Substance Reporting 
 

• Spills of hazardous substance shall be reported through the Integrated Water Services Support Center 
Spill Report Form at www.iws.support in the Incident Management tab. It is required that spills in excess 
of the respective state’s reportable quantity be reported in compliance with state requirements. In some 
cases, there are federal reporting requirements in addition to state requirements.  

• All state reporting requirements are made available in the Incident Management tab of the Support 
Center. Only the Environmental Engineers, the Safety Director, or their designates are allowed to submit a 
state report on behalf of the Company.   

 

OSHA Reporting 

Fatality: Within eight (8) hours after the death of any employee as a result of a work-related incident, Integrated 
Water Services Safety Director shall report the fatality to the Occupational Safety and Health Administration 
(OSHA), U.S. Department of Labor. 
 
In-patient hospitalization, amputation, or loss of an eye: Within twenty-four (24) hours, Integrated Water Services 
Safety Director must report in-patient hospitalization, amputation, or loss of an eye (severe injuries) to OSHA. 
 
OSHA reports must be made using one of the following methods:  

• by telephone or in person to the OSHA Area Office that is nearest to the site of the incident,  
• by telephone to the OSHA toll-free central telephone number, 1-800-321-OSHA (1-800-321-6742),  
• or by electronic submission using the reporting application located on OSHA's public web site at 

www.osha.gov. 

 
 

http://www.iws.support/
http://www.iws.support/
http://www.iws.support/
http://www.osha.gov/
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Internal Reporting Guidelines 
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Incident Preservation 

Get pictures of the area and all associated equipment and grounds of the incident. Close-up and distance photos 
are most helpful. 

In the event of an OSHA reportable injury, the site shall be preserved 100% until released by the OSHA CSHO or the 
investigating law enforcement agency. The Safety Director will provide notification to Company personnel that the 
site has been released back to operations. 

Collection/Preservation and Security of Evidence 

In some cases, as determined by the Safety Director, evidence such as people, positions of equipment, parts, and 
papers must be preserved, secured, and collected through notes, photographs, witness statements, flagging, and 
impoundment of documents and equipment.   

Witness Interviews and Statements 

Witness interviews and statements must be collected. Locating witnesses, ensuring unbiased testimony, obtaining 
appropriate interview locations, and use of trained interviewers should be detailed. The need for follow-up 
interviews should also be addressed.   

The final incident investigation report consists of findings with critical factors, evidence, corrective actions, 
responsible parties, and timelines for corrective action completion.  

Written Incident Report 

The IWS Incident Notification form must be completed for every Near Miss and Incident that occurs in Company 
operations. Spills must be documented in the Spill Notification form that is located at www.iws.support in the 
Incident Management tab. 
 
The supervisor takes the following steps after an injury incident. 

• Provide for medical or emergency response as appropriate. 
• Secure the area or evacuate and muster as quickly as possible. 
• Secure evidence as necessary. 
• Notify project management via phone. 
• Identify potential witnesses and retrieve statements. 
• Use investigation tools, as needed to record the scene (camera, drawings, video, etc.) 
• Tag out as appropriate any equipment that was involved (evidentiary purposes). 

Vehicle Accidents 

In an attempt to minimize the results of an accident, the driver must move the vehicle from the highway, if 
possible, to prevent further damage or injuries. The following steps must be taken in response to all vehicle 
accidents: 

http://www.iws.support/
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• Call for medical aid if necessary. 

• Call the police. All accidents, regardless of severity, must be reported to the police. If the driver cannot get 
to a phone, he should write a note giving location to a reliable appearing motorist and ask them to notify 
the police. 

• Record names and addresses of driver, witnesses, and occupants of the other vehicle(s) involved in the 
accident. 

• Complete the Incident Notification form located in the Support Center at www.iws.support. 

• Gather the following information: license number of other drivers; insurance company names and policy 
numbers of other vehicles; make, model, and year of other vehicles; date and time of accident; and 
overall road and weather conditions. 

• Use your cell phone to capture a photo of the other driver’s insurance policy information. 

• Use your cell phone to take pictures of the scene from a distance far enough away to capture all vehicles 
involved and get close up photos of the damage. If there are any contributing factors or tangibles, get 
photos of those as well. 

•  Do not discuss the assumed cause of the accident with anyone at the scene except the police. 

• Do not accept any responsibility for the accident. Don’t argue with anyone. 

• Provide the other party with your name, address, driver’s license number, and insurance information.  

• Immediately report the accident to your manager and the HR Director. 

Note: There will be a formal accident review conducted on each accident to determine the cause and how the 
accident could have been prevented. 

Driver Guidelines and Reporting Requirements 

• Company vehicles are to be driven by authorized employees only, except in the case of repair testing by a 
mechanic. 

• All accidents in company vehicles, regardless of severity, must be reported to the police and to the Safety 
Director. Accidents are to be reported immediately from the scene of the accident. Accidents in personal 
vehicles while on company business must follow these same accident procedures. Work related vehicle 
accidents that cause injury to the employee must be reported to the Safety Director and HR Director for 
Worker’s Compensation purposes. Failing to stop after an accident and/or failure to report an accident 
may result in disciplinary action, up to and including termination of employment. 

Training 

Integrated Water Services shall train appropriate personnel in their responsibilities for incident reporting.  Training 
requirements relative to incident reporting are described below: 

• Roles & responsibilities 
• First responder responsibilities 
• Evidence preservation 
• Reporting 
• The initial investigation at the accident scene  
• Managing the incident and investigation  
• Collecting data  
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• Developing conclusions and judgments 
• Reactive measures 


