INVESTIGATION ON PROCEDURE FLOW CHART

STAGE 1 - RECEIVE INCIDENT DETAILS

Report of Incident
received

Is it for
HSE?
Step 1.1

Where the ICC is used reallocate incident,
otherwise pass to another relevant
enforcement authority
Step 1.1

Where the ICC
is used accept incident
Step 1.1

Is it an incident of
special interest, a
potential Major
Incident or a
fatality?
Step 1.2

Where the ICC is used
promptly respond to an
alert fax and
confirmation call
from ICC
Step 1.2

Notify HSE Secretariat
who then notify others
Steps 1.2, 1.3

Forward details to appropriate
person for decision about
whether to investigate
Step 1.6

Stage 2

EMAIL/JULY/J26/07.05/DH

If a fatal or serious
incident, consider and
implement immediate
response, contacting

other enforcing
authorities/emergency
services as necessary
Step 1.5

\ 4

If a potential Major
Incident — go to
Major Incident
Response
arrangements
Step 1.4

Stage 2
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STAGE 2 — DECIDE WHETHER TO INVESTIGATE THE INCIDENT

Stage 1

l

Make initial enquiries if more
information is needed and record
on COIN
Step 2.1

l

If the incident involved a non-
employee and it is not being
investigated, record decision on
Decision Recording Form (DRF)
Step 2.2

Decide if for
investigation — apply
Incident Selection
Criteria and Decision
Making Factors
(DRF)
Step 2.3

Yes

Record decision not to

No select on DRF and
—> retain
Step 2.3
Affected staff o
informed of decision Decision

recorded on DFR

with reasons
Step 2.4

not

Approved

\4

Pass to investigating inspector
and record on COIN
Step 2.3

Stage 3
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If not selected
because of
inadequate

resources or other
priorities notify
Senior Line
Manager
Step 2.3

Senior line
manager decides
whether to approve
decision to not
select
Sten 2.4

Record on DRF
Step 2.4

<4+—
Approved
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STAGE 3 - PREPARE THE INVESTIGATION

Stage 2

!

Investigating inspector and line
manager determine objectives of
the investigation
Step 3.1

i

Preliminary investigation planned
to meet established objectives
Step 3.2

l

Contact and agree
roles/objectives with other
agencies when required.
Step 3.3

l

Stage 4

EMAIL/JULY/J26/07.05/DH
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STAGE 4 — CONDUCT INVESTIGATION

Stage 3

!

Visit site unless there are
exceptional circumstances
Step 4.1

v

Investigating Inspector identifies and
contacts Dutyholder injured person,
employee/safety reps to explain role &
investigation objectives
Step 4.2

|

If fatal accident members of
bereaved family contacted by
senior inspector
Step 4.3

'

If there is risk of serious personal
injuries, take necessary
immediate enforcement action
Step 4.4

v

Carry out investigation activities
to meet objectives of preliminary
investigation
Step 4.5

I

Keep others informed as
appropriate
Step 4.5

I

Determine scope and extent of
further investigation — necessary
Step 4.5
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Is
enforcement
decision
ready to be
made?
Step 4.6

No

Yes

Goto Step 1.2
of
Enforcement
Decision
Making
Procedures
Step 4.6
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stage 4
continued i
Continue investigation until objectives
are met or new information available that
> affects original selection decision.
Step 4.7
Review/ i
revise Review investigation
objectives regularly with line manager
and set Step 4.8
date for
next review
and record
on COIN
Step 4.8

Continue

Decide to
continue or
conclude?
Step 4.8

iConcIuded

Record reasons for
conclusion
Step 4.10

!

Report findings and propose
action
Step 4.10

'

Advise all interested parties of
outcome
Step 4.11

Is follow-up
action
required
Step 4.12

Close
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Goto
Inspection
procedure
Step 4.12
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