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1 Objectives

This document provides additional information relating to the Incident Management Procedure and details how to categorise the severity of an incident, which in turn affects how the incident is managed.  This document also outlines the external reporting requirements for safety and environmental incidents along with who is responsible for reporting an incident to external stakeholders.
The incident management approach follows this basic six step approach 


2 Assessment and Rating  
The following tables should be read in conjunction with the “Risk Consequence (Impact) Category Details table in the Integrated Business Risk Management Standard.  For further clarification of categories, contact a relevant specialist in the related discipline.
Incident severity is rated as outlined in the following tables.
The following criteria are used to define safety and environmental incident severity.  
2.1 Safety Incident ratings
	Severity
	Description
	Examples
	Comparable IQMS hazard/incident type

	1
	Incident requiring basic first aid, e.g. band aid, no treatment required
	Paper cut to finger
	· Injury – no treatment

· First aid

	2
	Incident requiring more than basic first aid, e.g. medical treatment
	Muscle strain, foreign body in eye, motor vehicle accident with no serious injury
	· Fist aid

· Medical treatment

· Motor vehicle accident

	3
	Incident requiring hospital visit, possible lost time injury, partial or permanent incapacitation, possible workers compensation claim.

Incident with the potential to cause serious injury. Any incident requiring notification of Workplace Standards (or local regulatory notification)
	Broken leg, serious back strain, serious cut requiring hospitalisation and medical treatment, motor vehicle accident with serious injury, electric shock


Potential for fatality (e.g. iron fell from roof, landing 1 m from individual)
	· Medical treatment

· Motor vehicle accident

· Lost-time incident

· Fatality

· Near miss

· Hazard

· Property/equipment damage

· Operational incident


2.2 Environmental Incident ratings
	Severity
	Description
	Examples
	Comparable IQMS hazard/incident type

	1
	· Negligible environmental harm

· An insignificant consequence rating against the IBRM standard
· Opportunities for improvement (OFIs)
	· Contained oil or chemical spill into spill collection tray or concrete floor. Oil is contained by results in some cost to collect and dispose of slightly contaminated oil.

· Up to 20 L oil or chemical spill onto earth. Requires clean up by removing soil, sampling, testing and reporting of incident to senior management

· Loss of less than a tonne of soil or sediment to waterway, with little environmental impact

· Insignificant oil loss to waterway (significant slick not observed)

· Possible incidental impact on flora or fauna in locally affected area
	· 1 – negligible or insignificant

	2
	· Material environmental harm or an environmental nuisance

· A minor consequence rating against the IBRM standard
· A minor non-conformance (NCR)
	· Oil spill to earth of between 20 and 500 L, requiring clean-up by sampling, testing and removing soil to landfill or treating in situ

· Any oil spill to a waterway

· Loss of several tonnes of soil or sediment to a waterway, with minor environmental impact

· Small on-site toxic release (e.g. chlorine gas), contained immediately

· Some reduction in amount of flora or fauna in affected environment, but no permanent damage to ecosystem (i.e. system recovers relatively quickly)

· Loss of 1 individual or a threatened species
	· 2 – Minor



	3
	· Serious environmental harm

· A moderate consequence (or greater) rating against the IBRM standard
· A major non-conformance (NCR)
	· Oil spill to earth of 500 L or more

· Oil spill of 300 L or more to waterway, or within 50 m or a waterway

· Large-scale loss of sediment or soil to waterway, with resultant environmental harm

· Obvious reduction in amount of flora or fauna, which may take several years to restore

· Release of toxic chemicals(e.g. chlorine gas) requiring external assistance to contain or clean up

· Loss of more than 1 individual of a threatened species
	· 3 – moderate

· 4 – major

· 5 – extreme

· 6 – catastrophic


3 Risk exposure and incident treatment

The level of investigation should be based on the risk exposure which is assessed using the IBRM Standard; providing a risk exposure of Low, Moderate, High or Extreme.  Risk exposure should be determined by a group ideally with cross functional expertise and includes the Jurisdiction Owner, Area Owner and, a member of the incident category area (safety, environment, quality etc).  Incident management is conducted at three different levels depending on the risk exposure as outlined in the following table.  

	Low Risk Exposure 
	Level 1 investigation is conducted at the local level using the Simple Risk Analysis process i.e. a Level 1 Investigation.

	Moderate Risk Exposure 
	Level 2 Investigation is conducted at the local level following the Underlying Cause Analysis process (see UCA pro-forma) 

	High or Extreme Risk Exposure 
	Level 3 investigation is conducted using the Systematic Causal Analysis Technique (SCAT) methodology (see SCAT pro-forma) or similar.  Consider post incident Drug and Alcohol testing for significant incidents.


4 Notifications

The Incident Owner or,Jurisdiction Owner where an Incident Owner is yet to be defined, must ensure the following notifications are performed within the specified timeframes.  External notifications are performed by safety and environmental managers unless otherwise delegated.  These notifications are based on actual severity unless otherwise specified.
4.3 Safety Incident notifications

In the first instance the incident is brought to the attention of the Area Owner and the safety officer.  The incident severity should be discussed with members of the safety or environment teams prior to forwarding to a service officer for entry into IQMS. 

Notifications based on incident severity 

	Severity (S)

	1
	2
	3

	Person In Charge of the site; safety personnel through IQMS
	Person In Charge of the site; safety personnel through IQMS , other relevant line management personnel 
	Person In Charge of the site; safety personnel through IQMS, Responsible Officer, possible notification to insurance company (workers’ comp) and possible notification to regulator. 


External notifications based on the nature of the incident
	Nature of Incident
	Report to
	Report Timing
	Who reports

	Notice of serious accidents and dangerous incidents 

A serious accident is where a person is killed or suffers serious bodily injury or illness, 

A dangerous incident is one where a person could have been killed or could have suffered a serious bodily injury or illness.  
	Workplace Standards Tasmania
	As soon as practicable by the quickest means possible
	OH&S Manager or delegate

	Electric shocks 


	Electrical Standards Inspector 
	As soon as practicable by the quickest means possible
	OH&S Manager or delegate

	A dangerous incident at a workplace including:

· An accidental explosion of gas, dust or explosive material;

· An incident involving a high probability of severe electric shock;

· A fire in a confined space including underground;

· A serious fire, other than a bush fire, requiring the attention of a trained fire fighting team;

· Any interference with, or obstruction of the use of a sole emergency egress from an area in which a person is required to work;

· An accident or incident involving a mine winder or shaft, including a serious mine winder overwind;

· Any uncontrolled escape of high pressure oil or water;

· The tipping over of self-propelled mobile plant;

· An accident involving the failure of load-bearing or pressure-retaining components of registered plant;

· Any other type of incident of which an inspector has specifically requested notification.
	Workplace Standards Tasmania
Workplace Standards Tasmania

	As soon as practicable by the quickest means possible
As soon as practicable by the quickest means possible
	OH&S Manager or delegate
OH&S Manager or delegate


4.4 Environmental Incident notifications

In the first instance the incident is brought to the attention of the Area Owner and the environmental officer.  The severity is acknowledged by the environmental officer for S1 and S2 incidents and the Business Sustainability Manager for S3 prior to forwarding to a service officer for entry into IQMS. 
Notifications based on incident severity 
	Severity (S)

	1
	2
	3

	Area Owner; Environmental field advisor
	As S1; Business Sustainability Manager and in some instances the same as S3
	As S2; EPA; other relevant external stakeholders (e.g. IFS, Parks, downstream water users) 


External notifications based on the nature of the incident

	Nature of Incident
	Reporting to
	Report Timing
	Who reports

	TAS - Incident causes or may cause an environmental nuisance
	Relevant council 
	No later than 24 hours, after becoming aware of the release of a pollutant
	Business Sustainability Manager 

or

Environmental Officer

	TAS - Incident causes or may cause an environmental nuisance and activity is a level 2 or 3 activity (e.g. Bell Bay)
	Director, Environment Protection Authority
	As soon as reasonably practicable but not later than 24 hours, after becoming aware of the release of a pollutant
	Business Sustainability Manager 



	TAS - incident is a dangerous substances emergency
	Director Workplace Standards Tasmania
	As soon as practicable after an incident occurs
	Business Sustainability Manager 



	TAS - Incident causes or may cause serious or material environmental harm
	Director, Environment Protection Authority
	No later than 24 hours, after becoming aware of the release of a pollutant
	Business Sustainability Manager 

	TAS - incident is related to the structural integrity or safety of a dam
	Secretary of the Department regulating the Water Management Act 1999, giving notice of the incident and notice of any resulting loss of life or personal injury
	As soon as practicable after an incident occurs 
	Business Sustainability Manager

	AUS - incident is related to dangerous goods
	Competent Authority or an authorised Dangerous Goods officer
	As soon as practicable after an incident occurs
	Business Sustainability Manager

	TAS - Incident causes or may cause serious or material environmental harm 
	Relevant council (as a courtesy)
	As soon as practicable after an incident occurs
	Environmental Officer

	All - The issue or activity is related to a permit requirement
	As per the conditions specified on the permit
	As per the conditions specified on the permit
	As per the conditions specified on the permit

	TAS - Any environmental hazard or the occurrence of an environmental incident which has or may potentially impact on Transend
	Transend Networks
	As soon as practicable after an incident occurs
	Business Sustainability Manager 

or

Environmental Officer

	All - Incident occurs in a jurisdiction other than Tasmania – This applies to largely to Entura activities as well as Momentum Energy
	Relevant regulators and stakeholders in that jurisdiction
	As soon as practicable after an incident occurs but within the legislative requirements of that jurisdiction
	Environmental Officer


5 Supplementary reference material

5.5 Significant incidents (severity level 3)

	Safety:

· Death

· Serious bodily injury or illness requiring hospitalisation

· Vandalism/property damage

· Electric shock to any person

· Any dangerous incident in which a person could have been killed

· Any situation in which a person could have suffered serious bodily injury or illness

· Operational incident which resulted in major loss of supply or damage to equipment

· Any incident involving an employee exercising his right to refuse to work under Section 17 of the Workplace Health and Safety Act 1995
	Environmental:

· Reduction of abundance or biomass of flora and fauna

· Impact to local biodiversity 
· Impact to ecological function
· Delayed or incomplete recovery of ecological systems to pre-incident conditions
· Irreversible and irrecoverable changes to abundance or biomass of flora and fauna

· Loss of biodiversity on a regional scale. 

· Loss of ecological functioning without recovery to pre-incident conditions.


5.6 Environmental incident types

	· Aesthetics

· Air pollution

· Complaint

· Compliment

· Cultural heritage

· Electro-magnetic fields

· Fauna
	· Fire Hazard

· Flora or fauna

· Inconsistency with Hydro Tasmania procedures

· Land

· Legal

· Noise pollution
	· Reputation and corporate image

· Sewerage

· Spill – chemical

· Spill – oil

· Stakeholder

· Vegetation

· Waterways


5.7 Injury information

	Mechanism of injury:

· Fall from height

· Falls on same level, slip, trip

· Hitting objects with part of the body

· Exposure to mechanical vibration

· Being hit by moving objects

· Exposure to sharp sudden sound

· Long-term exposure to noise

· Exposure to variations in pressure

· Repetitive movement with low muscle loading (RSI)

· Other muscular stress

· Contact with electricity

· Contact or exposure to heat or cold

· Exposure to radiation

· Single contact with chemical or substance (not bites/stings)

· Long-term contact with chemical or substance

· Other chemical/substance contact, including bites and stings

· Contact with or exposure to biological factors

· Slide or cave

· Vehicle accident

· Other and multiple mechanisms of injury

· Unspecified mechanisms of injury

· No injury
	Nature of injury:

· Fractures (excluding of vertebral column)

· Dislocations

· Intracranial injury, including concussion

· Traumatic amputation, including loss of eyeball

· Superficial injury

· Foreign body on external eye, in ear or nose, or in respiratory, digestive or reproductive system (includes choking)

· Injuries to nerves and spinal cord, without evidence of spinal bone injury

· Effects of weather, exposure, air pressure and other external causes

· fracture of vertebral column with or without mention of spinal cord lesion

· Sprains and strains of joints and adjacent muscles

· Internal injury or chest, abdomen or pelvis

· Open wound, not involving traumatic amputation

· Bruising (contusion) with intact skin surface

· Crushing injury, excluding those with fracture

· Burns

· Electric shock

· Poisoning and toxic effects of substances

· Damage to artificial aids

· Multiple injuries (only to be sued where no principle injury can be identified)

· Other and unspecified injuries

· No physical injury
	Source of injury:

· Machinery and fixed plant

· Mobile plant

· Road transport

· Other transport

· Powered equipment, tools or appliances

· Non-powered equipment

· Non-powered hand tools

· Outdoor environment

· Underground environment

· Indoor environment

· Live animals

· Non-living animals

· Biological agencies

· Chemicals

· Non-metallic substances

· Other materials, substances or objects

· Human sources

· Non-physical sources

· Other and unspecified sources

· No physical injury
	Bodily location:

· Eyes

· Ears

· Face

· Head (other than eye, ear or face)

· Neck

· Trunk (other than back and excluding internal organs)

· Hands and fingers

· Feet and toes

· Shoulders and arms

· Back

· Hips and legs

· Internal organs (located in the trunk)

· Multiple locations (more than one of the above)

· General and unspecified locations

· No location (no physical injury)


5.8 Vehicle accident information

	Vehicle accident type:

· Intersection crossing

· Unsafe turn/overtake

· Collision with vehicle ahead

· Passing vehicle

· Insufficient clearance

· Road obstruction

· Reversing

· Other party at fault
	· Water covering road

· Leaving kerb or car park

· Damage whilst parked

· Damage while parking

· Unsafely parked

· Skidding

· Vehicle stolen

· Loss or theft of equipment
	· Damage by tree/limb

· Storm damage

· Shattered windscreen or windows

· Damage by operator

· Thrown rock or gravel

· Pedestrian or cyclist

· Animals

· Towing
	· Speed or driving too fast

· Equipment failure

· Tyre blow-out or puncture

· Off-road damage

· Impared vision

· Driver inattention

· Driver fatigue

· Miscellaneous accidents

· Nil report

	Vehicle accident cause:

· Driving conditions – road

· Driving conditions – weather

· Driving conditions – signage

· Driving conditions – other

· Other road law violation

· Weather conditions
	· Driver inexperience

· Driver error

· Driver inattention

· Driver intoxication

· Reckless driving

· Speeding
	· Road rage – other driver

· Road rage – Hydro driver 

· Unsafe parking

· Vehicle stolen

· Rock/gravel etc. breaking window

· Weather – causing cracked window
	· Third party fault

· Animal

· Brake or tyre failure

· Other mechanical failure

· Other cause

· Unknown

· Nil report


6 Definitions

Action Owner: Person who is responsible for completing or ensuring the completion of preventative or corrective actions.
Incident:   An unplanned event or breach of procedure which, has the potential to cause, or has caused an accident, loss, or an unexpected gain.
Incident Owner:  Person who oversees management of the incident from start to finish.  This defaults to the Jurisdiction Owner unless an incident owner is appointed by the Jurisdiction Owner.
Jurisdiction Owner:  Person responsible for managing the area where the incident occurred or in the event of a system failure the person responsible for administering the system.  The Jurisdiction Owner differs from the Area Owner when the incident is of severity 2 or 3, or the incident has a moderate, high, or extreme risk exposure and is in this instance the Manager one or two removed from the Area Owner.  In the event of an audit finding the Jurisdiction Owner is generally the auditee.
Area Owner:  Person in charge of a facility or work site, or a person who is designated to exercise control over a specific work function.
Severity:  The incident severity should be assessed based on the outcome or result of the incident.  Severity ratings are 1, 2 or 3.  Criteria for assessing the severity can be found in the severity and notification guidelines.

Risk Exposure: This is an assessment of what could have happened in the current state.  This included considering the existing controls and how well they are working.  This assessment should include cross functional input from people experienced in the process/system that failed as well as experts in the fields that were impacted by the incident (environment, safety, operational, etc).  The Risk exposure should be pragmatically determined, taking into account both consequence and likelihood.  Refer to the IBRM Standard for guidance.   

Environmentally relevant activity: means an activity which may cause environmental harm, and includes a level 1, level 2 or level 3 activity and an environmental nuisance.

Level 1 activity: is an activity which may cause environmental harm and in respect of which a permit under the Land Use Planning and Approvals Act 1993 is required but does not include a level 2 activity or a level 3 activity.

Level 2 activity is an activity specified in Schedule 2 of the Environmental Management and Pollution Control Act 1994.

Level 3 activity: is an activity which is a project of State significance under the State Policies and Projects Act 1993

(Source: Environmental Management and Pollution Control Act 1994)

Environmental Harm:  Any adverse effect on the environment (of whatever degree or duration) and includes an environmental nuisance.  Environmental harm is considered to be caused by pollution:
a) Whether the harm is a direct or indirect result of the pollution; and 

b) Whether the harm results from the pollution alone or from the combined effects of the pollution and other factors.

(Source: Environmental Management and Pollution Control Act 1994)

Environmental Nuisance:
a)
the emission of a pollutant that unreasonably interferes with, or is likely to unreasonably interfere with, a person's enjoyment of the environment; or

b)
any emission specified in an environment protection policy to be an environmental nuisance.

(Source: Environmental Management and Pollution Control Act 1994)
Material Environmental Harm:  Environmental harm is to be treated as material environmental harm if:
a) It consists of an environmental nuisance of a high impact or on a wide scale; or

b) It involves an actual adverse effect on the health or safety of human beings that is not negligible; or

c) It involves an actual adverse effect on the environment that is not negligible; or

d) It results in actual loss or property damage of an amount, or amounts in aggregate, exceeding the threshold amount.

(Source: Environmental Management and Pollution Control Act 1994)

Serious Environmental Harm:  Environmental harm is to be treated as serious environmental harm if:
a) It involves an actual adverse effect on the health or safety of human beings that is of a high impact or on a wide scale; or

b) It involves an actual adverse effect on the environment that is of a high impact or on a wide scale; or

c) It results in actual loss or property damage of an amount, or amounts in aggregate, exceeding ten times the threshold amount.

(Source: Environmental Management and Pollution Control Act 1994)

Opportunity for Improvement: Where systematic requirements have been met but having identified a way that something could be done better.
Minor Non-Conformance: A system breach where something is not in accordance with a procedure, guideline or plan but is not a Major non-conformance.
Major Non-Conformance: A legal non-compliance, or a non-conformance that has the potential to result in prosecution, or a non-conformance that requires notification of external stakeholders.
7 Related Documents
Incident Management Procedure 


Investigation Methodology Guide
Incident Notification Form
IBRM Standard
UCA investigation Template
SCAT Investigation Template
Emergency Response Plans

Relevant documents from associated external regulators eg Workplace Standards Tasmania, EPA, ACCC etc.
8 Quality Records

Incident details and related action plans should be recorded in the relevant database/storage area.  This includes:

· IQMS for all OH&S and Environmental incidents and OFIs

· Incident Notification Form
· Consulting NCR Database for product delivery incidents

· Any other relevant data bases or record systems as indicated by local procedures.

9 Additional Help

If you need further assistance please use the following table to identify the appropriate contact:

	If you need help with…
	Contact

	Occupational health and safety related incidents
	Safety team (SQE_Services@hydro.com.au)

	Environmental incidents
	Environmental officers, Environmental field advisors (Beverly Armstrong & Tim Polley)

	Legislative issues or regulatory breaches
	General Counsel - Compliance

	Data entry into IQMS
	Office Services (x 5999) 


End of Document


































































1. Trigger

















3. Gather Evidence





                       





4. Analyse 


& Report





                       





5. Develop Actions





                       





6. Close out











2. Response












































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Last Reviewed: 18 July 2011

Page 1 of 11
CAUTION - printed document is uncontrolled

Printed on: 20/07/2011

