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1-Purpose and Scope
The purpose of this Incident Prevention, Reporting, and Investigation Program is to ensure that ALL

accidents, incidents, close calls/near-misses, or unsafe acts/conditions, involving company employees

or contractors are reported and investigated in order to prevent future occurrences. It provides

employees with information and guidelines that will assist them in recognizing, preventing, reporting,

and investigating incidents.

2-Policy
It is the policy of Metrix Australia that all accidents, incidents, close calls/near-misses, or unsafe

acts/conditions, involving employees or contractors be reported in accordance with this policy. All

employees have the right to report work-related injuries or illnesses free from retaliation. An accident

is an unanticipated event that results in an injury, illness, hazardous spill/release, or significant

property damage (e.g., fire or flooding). An incident is a close call/near miss that has the potential to

escalate to accident status. Regarding this document, incident will encompass all descriptions of

accidents and incidents.

3-Managing Incident -Initial response

3.1-Taking Control of the Scene

The person in charge must take control of the situation and is responsible for carrying out initial

response actions. In the event that this person is unable to assume this role, another person in the

working party must take over. The person taking control of the incident must check for potential

danger and Immediate Temporary Controls must be implemented to:

● Protect people from harm

● Minimise environmental impacts

● Prevent any additional equipment/property damage

All safe steps must be taken to provide emergency rescue and treatment of any persons. Contact

appropriate emergency services as soon as practical. Always provide clear and concise information to

ensure that the appropriate response is provided.

The person in charge of the worksite should remain at the incident scene to continue with the

immediate response procedures. Where injured persons need to leave for treatment, it is essential

that someone (usually the persons Manager) accompany the injured worker to provide support and

appropriate assistance. It is important that Workers involved at the accident scene are provided with

support and assistance. See Employee Assistance Program for further information.



To commence the rehabilitation process, it is appropriate that the applicable Rehabilitation

Co-ordinator accompanies or meets the injured worker (this may include their immediate family) at

the Medical Centre.

3.2-Police Involvement

When a serious incident occurs there may be a need to involve the Police.  Such incidents

Include:

● Event of a fatality (immediately)

● When an injury results from a vehicle accident (within 24 hours) Police report required for all

claims

● An worker is physically assaulted or seriously threatened by a customer (within 24 hours)

● Theft

● Significant vandalism

● Sabotage

Where the event is a fatality, the person in charge at the scene is to notify the police immediately. For

all other occurrences, the Team Leader is to contact the police and liaise to meet their requirements.

3.3-Securing the Incident Scene

There are both statutory requirements and Metrix Australia requirements to preserve the scene of an

incident. Where an incident may be notifiable, there is an injury, or was a significant incident, the

scene shall be preserved. All information relevant to the investigation must be preserved:

● Do not move or remove anything, unless to make safe

● Tape off the area identifying it as an incident scene

● Ensure there is no interference

● Identify and remove public safety risks, i.e. traffic management, pedestrian access

● Retain any equipment or asset that has failed for investigation.

A scene can only be released after communication from the relevant Manager. Where required, the

Manager may have to seek authorisation from the relevant statutory authority prior to releasing the

scene.



4-Notification

4.1-One-Hour Rule

All incidents must be reported as soon as practically possible to the Team Leader and escalated where

required based on risk. The “1 Hour Rule” is a process that requires incidents to be escalated to your

immediate Leader within 1 hour.

Examples of these incidents include a significant incident, medical treated injury (MTI), restricted work

injury (RWI), lost time injury (LTI), fatality, reportable incident to Worksafe or Environmental Protection

Agency (EPA), a near hit where an serious injury (RWI, LTI, fatality) could have occurred, asset damage

such as zone transformer, major outage (long duration or large area), loss of supply to major industry

or critical facility (example hospital)or major environmental incident. In the event of this type of event,

verbal notification must be provided.

4.2- Notification to regulatory authorities

Where an incident meets the criteria for it to be reported to a regulatory authority, communication of

the incident shall be made by, or approved by, the Manager or Principal Safety Advisor.

4.3-Notification to Family

Where an incident results in a worker being unable to arrive home at their usual time, it is essential

that their next of kin be informed. In the event of a fatality, the Police usually perform this role. In the

event of an injury, the worker’s Supervisor / Team Leader will perform this role.

5-Incident Investigation and Reporting
Within 48 hours of a significant incident occurring, the General Manager responsible for the incident is

to convene an Incident Action Panel. The scope of this panel is to:

● Gather immediate data available (interviews, photos/dashcam footage, documents, etc)

● Assess severity potential

● Determine if there may be outside interest: e.g. WorkSafe Queensland

● Determine if and what Immediate Temporary Controls are to be implemented to prevent

re-occurrence

● Communicate immediate learnings and controls

● Confirm the makeup of the investigation team

The team is to be made up of a core group of positions, as well as any optional personnel that would

be required based on the scope of the incident.



Core group:

● General Manager

● Group Leader

● Team Leader

● HSETC Manager/ Advisor

● Worker health &safety representatives (HSR)

Optional Personnel may include:

● Legal Counsel

● Technical Expert

The panel is to communicate the key aspects of the incident and the critical Immediate Temporary

Controls using the Red Alert Form. This should be done for immediate learnings resulting from the

initial finding of an investigation that affect the business operation and the safety of public and

workers.

The Red Alert is to be issued by the owner of the unit that the incident has the potential to affect. In

most cases this will be a General Manager or Chief Operating Officer. This Significant Incident Advice is

to be cascaded down through the levels of the business units ensuring that all personnel receive this

advice prior to any task potentially affected by the incident is performed.

6- Incident Reporting
All incidents must be recorded in the Incident Management System (IMS). Supervisors / Team Leaders

are responsible for ensuring that the report has been entered and that appropriate information has

been provided. The incident report shall include all relevant information, be factual and without

emotive bias. The information provided should outline the sequence of events and be clear and

concise.

6.1-Restricted Events and Incidents

The Manager or Team leader will be responsible for selecting this function in the IMS. Once selected

this will restricted the event and it will only be able to be viewed and managed by persons with

administration rights e.g. HSETC, Legal, and People and Performance. These events are classified in

more detail under the “Personal Information Protection Act”   Restricted definition can relate to:

Personal information specific to an individual.

● Information about your health or a disability. It also includes any personal information

collected while you are receiving a health service.



● Information that includes residential address, postal address, date of birth and gender of an

individual.

● Information relating to termination of the employment, discipline of individuals, performance

or conduct of the individual in carrying out the duties or functions of employment.

7-Investigation
The purpose of investigating an incident is to identify its cause, so that appropriate remedial actions

can be put in place to prevent recurrence. Any incident can be investigated regardless of severity.

As a minimum, the following types of incidents must be investigated:

● Significant Incidents

● Lost time Injuries

● Restricted Work Injuries

● Medical Treatment Injuries

● Reportable Incidents

The Group Leader will determine if a full Root Cause Analysis (RCA) is required and assign

the investigation to the Group Leader. Group Leaders will appoint a lead investigator with regard for

the need to ensure unbiased opinions and facilitate the appointment of subject matter experts and

collation technical data. Consequently an appropriate Investigation lead may also be someone

external to the workgroup. The remainder of the investigation team will then be appointed by the

Event Manager and details of roles and responsibilities included in the IMS and on the investigation

report.

The investigation is to be completed within:

● 5 working days for potential significant incidents or incidents where team members are

reallocated duties; or

● within 21 working days for those with less potential of the event occurring from the time of

notification unless an extension is granted (e.g. where external expert advice is required).

Depending on the complexity of the investigation, an application can be made to extend the

investigation timeframe. An application must be made to the Manager outlining why the investigation

will take longer and the expected completion date. If the application is acceptable, the Manager will

approve the application and extend the expected completion date in IMS.

Once completed, the investigation report is to be review and approved by the appropriate Manager.

For Significant Incidents, the incident is to be approved by the senior manager in that business unit

(General Manager or Chief Operations Officer as applicable).



8-Action Management
Actions in IMS are assigned to a person and have an expected completion date. If an action is not going

to be complete within the assigned completion date, the person responsible is to seek approval from

the Group Leader to have the action completion date extended. If the application is suitable, the

Group Leader will extend the action date to the agreed date. General Managers must ensure that

Controls and Remedial Actions are completed and implemented within their business unit within the

specified time period.

9- Responsibilities
9.1. Metrix Management Team is accountable for:

9.1.1 Developing and maintaining the Corrective Action Register.

9.1.2. Monitoring Legislative compliance.

9.1.3. Budgetary expenditure.

9.1.4. Providing Managers and Supervisors with training to enable the effective application of Hazard

Management Procedures.

9.1.5. Providing training to enable workers to understand and apply Hazard Management Procedures

within the limits of their responsibility.

9.1.6. Monitoring the Corrective Action Register and enforcing close out of items when required.

9.1.7. Including a review of the Corrective Action Register in the Management Review process.

9.2. Managers and Supervisors are accountable for:

9.2.1 Providing workers with any necessary information, instruction, training and supervision to

enable the application of Hazard Management Procedures and to undertake their tasks safely.

9.2.2. Identifying WHS non-conformances, and undertaking an investigation and risk assessment.

9.2.3. Identifying Corrective and Preventative Actions in consultation with HSRs and relevant workers.

9.2.4. Monitoring and reviewing Corrective and Preventative Actions for effectiveness.

9.2.5. Including discussion, monitoring and review of Corrective and Preventative Actions at

Department Meetings.

9.2.6. Assessing control measures for effectiveness by a method appropriate to the non-conformance.

9.3. The WHS Coordinator is accountable for:

9.3.1. Maintaining the Corrective Action Register.

9.3.2. Undertaking an Investigation and Risk Assessment of WHS non-conformances when directed by

the Management Team.

9.3.3. Identifying, implementing and reviewing Corrective and Preventative Actions for effectiveness.

9.3.4. Recording information on the Corrective Action Register.



9.3.5. Including discussion, monitoring and review of Corrective and Preventative Actions at WHS

Meetings.

9.3.6. Checking that control measures have been assessed as effective by a method appropriate to the

non-conformance and finalising the item on the Corrective Action Register.

9.4. Workers are accountable for:

9.4.1. Reporting all non-conformances, including accidents, incidents, hazards and near misses, to

their Department Manager or Supervisor as soon as they are identified.

9.4.2. Participating in any investigation as required and in associated consultation processes.

9.4.3. Complying with any agreed Corrective and Preventative Actions.


