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Incident Reporting and Investigation System
Health, Safety, and Environmental (HSE) Incidents
1. Purpose
This document outlines the procedures for reporting, recording, and investigating incidents, near misses, and environmental events within [Company Name]. The objective is to ensure timely action, root cause identification, and prevention of recurrence to maintain a safe and compliant work environment.
2. Scope
This system applies to all employees, subcontractors, visitors, and contractors engaged in any activities under the control of [Company Name], including fieldwork, office operations, and project sites.
3. Definitions
· Incident: Any unplanned event that results in, or could have resulted in, injury, illness, damage, or environmental harm.
· Near Miss: An event that had the potential to cause harm but did not result in injury or damage.
· Environmental Event: Any occurrence that has or could have an adverse impact on the environment (e.g., spills, emissions, waste mismanagement).
4. Responsibilities
· Employees: Immediately report all incidents, near misses, and environmental events to supervisors or HSE personnel.
· Supervisors / Team Leads: Ensure incidents are reported, secure the site, and initiate preliminary investigations.
· HSE Personnel: Lead formal investigations, document findings, recommend corrective actions, and track completion.
· Management: Review investigation outcomes, approve corrective actions, and ensure lessons learned are communicated.
5. Reporting Procedure
1. Immediate Action:
· Ensure safety of personnel and the site.
· Provide first aid or emergency response as required.
2. Notification:
· Report the incident to the immediate supervisor or designated HSE officer.
· For serious incidents, escalate to senior management immediately.
3. Documentation:
· Complete an Incident Report Form or enter details into the electronic reporting system.
· Include: date, time, location, personnel involved, description, and immediate corrective actions taken.
6. Investigation Procedure
1. Investigation Initiation:
· HSE personnel review the incident and determine investigation scope.
2. Data Collection:
· Interview witnesses, examine equipment or site conditions, collect photographs or other evidence.
3. Analysis:
· Identify root causes, contributing factors, and potential systemic issues.
4. Corrective Actions:
· Develop actions to eliminate or reduce recurrence of hazards.
· Assign responsibility and target completion dates.
5. Reporting:
· Prepare a formal Incident Investigation Report summarizing findings and actions.
· Communicate outcomes and lessons learned to relevant personnel.
7. Follow-Up and Monitoring
· Track completion of corrective actions.
· Review trends and incident data during weekly, quarterly, or annual HSE meetings.
· Update procedures, training, or risk assessments as required.
8. Confidentiality and non-retaliation
· Incident reports may be submitted confidentially.
· No employee will face retaliation for reporting incidents in good faith.
9. Records
· Incident reports, investigation reports, and follow-up actions are maintained according to company policy and regulatory requirements.
· Records support audits, continuous improvement, and regulatory compliance.
10. Commitment
Bro’s Mechanical Solutions Inc. is committed to a proactive and systematic approach to incident reporting and investigation to ensure safety, compliance, and continuous improvement in Health, Safety, and Environmental performance.
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