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Accident Report & Investigation Procedure

Accident Occurs on 
Site

Ensure area is safe & 
render first aid if 
required

Operative or Supervisor 
to notify relevant parties 
immediately & ensure 
incident reported in site 
Accident Book

Operative or Supervisor 
to notify head office. 
Accident to be registered 
in Accident Book.

Copy to H&S File

Specified 
major 
injury or 
7 day 
reportable

Non 
reportable

Supervisor 
completes 
form and 
return to 
head office

Office sends 
“Internal 
Accident 
Report” form 
to Supervisor

Head Office notify SWSC- 
Independent H&S 
consultant

Head Office notify H.S.E. - 
copy to SWSC

Head Office notify 
insurance providers if 
relevant

If deemed necessary 
SWSC to visit site, 
investigate accident and 
forward report to Head 
Office

Recommendations to 
prevent recurrence, agree 
& implement

Head Office forward 
report to insurance 
provider & other relevant 
parties

Provide Supervisors and 
workforce with relevant 
information
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