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THIS NOTICE MUST ACCOMPANY EVERY COPY OF THIS DOCUMENT

IMPORTANT NOTICE

This document, (“Document”) is the exclusive property of Government Expenditure & Projects Efficiency Authority.

This Document should be read in its entirety including the terms of this Important Notice. The government entities
may disclose this Document or extracts of this Document to their respective consultants and/or contractors, provided
that such disclosure includes this Important Notice.

Any use or reliance on this Document, or extracts thereof, by any party, including government entities and their
respective consultants and/or contractors, is at that third party’s sole risk and responsibility. Government Expenditure
and Projects Efficiency Authority, to the maximum extent permitted by law, disclaim all liability (including for losses or
damages of whatsoever nature claimed on whatsoever basis including negligence or otherwise) to any third party
howsoever arising with respect to or in connection with the use of this Document including any liability caused by
negligent acts or omissions.

This Document and its contents are valid only for the conditions reported in it and as of the date of this Document.
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1.0 PURPOSE

The purpose of this document is to outline requirements and expectations and facilitate the consistent
application of the Incident Reporting, Investigation and Management process, including:

e Supporting initial response, including medical treatment of employees, and prevention of further

adverse impact or effect.

actions.

Directing appropriate levels of incident notification.

Determining the appropriate level of investigation.

Providing standardized forms for documentation and recordkeeping.

Preventing reoccurrence through identification of incident causes and implementation of corrective

Providing guidance for the development of lessons learned and continuous improvement.

e Providing opportunities to work together to improve Health, Safety Security and Environment

(HSSE) performance.

o The procedure is not intended to supersede any existing Saudi laws or regulations.

2.0 SCOPE

The scope of this procedure applies to all works performed under all Government Construction Contracts
executed throughout the Kingdom of Saudi Arabia

It provides information to ensure that all parties are aware of their requirements to facilitate a thorough
investigation and to have the necessary tools to perform these tasks.

3.0 DEFINITIONS

Definitions

Description

Accident\Incident

An unplanned event which results in an injury or iliness, damage to
property, plant, products or the environment.

ALARP As Low as Reasonably Practicable
. . Emergency treatment administered to an injured or ill person before
First Aid : . g
professional medical care can be administered.
HSSE Health, Safety Security and Environment

Investigation Facilitator

Individual with qualification in accepted Incident Investigation
methodology

IPNC

Instance of Potential Non-Compliance

JHA

Job Hazard Analysis

Lost Workday Case (LWd)

An injury or illness that causes a person to be unable to report to
work for his next scheduled shift.

Near Miss

Any event or condition which has the potential to cause death,
injury/iliness, property damage, and/or environmental impact.

Major Property Damage

For this procedure, a Major Property Damage is defined as: Any
occurrence that causes damage to equipment or plant, with no injury
or illness to personnel with an estimated value that is equal or
exceeds: 300,000 SAR.

Major Environmental Incident

Discrete (or series of) events that result in direct or indirect adverse
impacts to one or more environmental media (e.g., land, air, water),
wildlife, or human communities. Such incidents typically require
immediate response to correct, and may require assistance from
external sources outside of the project.

Medical Treatment Case (MTC)

Any medical treatment other than first-aid items listed above
provided by a physician/licensed medical professional will be
classified as a Medical Treatment/Recordable case

Occupational Injury

Means the management and care of a patient to combat disease or
disorder which has been contributed by an injury, illness.

OSHA Occupational Safety & Health Administration
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Definitions

Description

Potential

Potential realistic outcome only incorporating the immediate physical
and environmental conditions at the time of the event.

Restricted Work Case (RWC)

A work-related injury/ illness that involves one or more days of
restricted work will be classified as a restricted work case. Restricted
work activity occurs when a physician/licensed medical professional
determine either: (1) medical restrictions prevent the employee from
performing one or more of his/her routine job functions (work
activities the employee regularly performs at least once per week),
(2) that the employee is restricted to working less than his/her
regularly scheduled work shift, or (3) that the employee be
transferred to another position.

Serious Injury

For this procedure, a serious injury is an occupational injury resulting
in serious physical harm. Serious physical harm means impairment
of the body in which part of the body is made functionally useless or
substantially reduced in efficiency, such impairment may be
temporary or permanent

4.0 REFERENCES

e OSHA 29 CFR 1904 Recording and Reporting Occupational Injuries and lliness.

5.0 RESPONSIBILITIES

The roles and responsibilities may vary slightly from project to project. Below are examples of minimum

expectations by identity.

5.1 Project Manager

The Project Manager is responsible for ensuring the resources and arrangements are available for the
implementation and management of this procedure.

5.2 Site Manager

The Site Manager is responsible for the following:

e Confirming that this procedure is implemented and compliance checks are in place.

e Confirming all employees and Subcontractors have the appropriate knowledge and understanding
to recognize an incident which requires reporting.

e Confirming adequate resources are allocated to maintain the incident investigation and reporting

process.

¢ Receiving briefings from the contractor Site HSSE Manager regarding incidents and verifying
appropriate notifications are made and investigations are conducted.
e Reviewing incident investigation reports.
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5.3 HSSE Manager

The HSSE Manager is responsible for the following:

5.4

Verifying the appropriate incident notifications are made.

Determining the appropriate classification of the incident.

Determining the level of investigation required based on actual and potential consequences.
Supporting incident investigation resources.

Managing the closure of corrective actions.

Coordinating the audits of this procedure.

Managing the incident investigation and lesson learned data and distribution.
Reviewing incident investigation reports.

Attending initial and post-investigation incident review meetings.

Ensure that all incidents are uploaded into a data base or tracking system.
Submitting initial incident notification reports in a timely manner.

Investigation Team

The Incident Investigation Team is responsible for the following:

5.5

Reviewing Contractor incident investigation reports to verify the reporting and investigation is
carried out in compliance with this procedure.

Reviewing incident investigation corrective action evidence for completeness which may include
in-field verification of corrective actions.

Supporting incident investigation resources and developing incident investigation
documentation/forms, as required.

Investigation Team Lead

The Investigation Team Leader is an individual, appointed by the applicable Site Manager, who
understands the work process associated with the incident. The Investigator Team Lead is responsible for
the following:

5.6

Coordinating with the Management to select appropriate investigation team members, including
appropriate resources and expertise.

Communicating with the Management about the issues associated with the incident investigation
process.

Supporting incident investigation resources and gathers incident investigation supporting
documentation, as required.

Preparation of the investigation report.

Verifying technical accuracy of the incident investigation report.

Participating in investigations as appropriate and, if qualified, may act as Investigation Facilitator.

Investigation Facilitator

The Investigation Facilitator is an individual trained in the investigation methodology to be used for the
specific incident. (Usually a HSSE Supervisor/Manager) The Investigation Facilitator is assigned as
described in this procedure and is responsible for the following:

Facilitating the incident investigation process by conducting efficient meetings, guiding the
Investigation process, keeping discussions productive and on track, keeping team focused while
remaining neutral.

Confirming that investigations identify systemic root causes.

5.7 Superintendents
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Superintendents are responsible for the following:

Acting as Investigation Team Leaders, as applicable, for incidents in their area of responsibility.
Confirming that this procedure is understood and implemented within their area of responsibility.
Verifying incidents are reported immediately, no matter how minor they appear to be.
Confirming the incident scene is protected and preserved as described in this procedure.
Participating in incident investigations and incident reviews (initial and post-investigation).

5.8 Project Personnel

All Project personnel shall be trained for the following responsibilities:

e Recognizing and reporting incidents, including near-misses.
e Reporting all incidents, no matter how minor they may appear to be.
e Participating in incident investigations, when required.

6.0 PROCESS

6.1 General Requirements

The Project HSSE Manager will confirm that the appropriate level of investigation is completed for all
incidents. Incidents shall be investigated under the guidance of a trained Investigation Facilitator.

An Investigation Team Lead will be assigned by the Site HSSE Manager or, as directed by the Site
Manager. The Team Lead is responsible to organize the team, gather evidence, conduct the investigation,
and verify report completion.

The Management Team will provide incident investigation oversight, support, and assistance in assembling
an investigation team, reviewing and approving investigation reports, and monitoring corrective actions and
recommendations for closure.

Projects shall ensure that work related incidents are reported and investigated by a competent person, such
incidents may include but not limited to:

e Work related injuries and occupational illnesses.
e Incidents resulting property damage i.e. asset or equipment damage.
e Work related motor vehicle incidents.
e Environmental incidents that results in direct or indirect adverse impacts to one or more
environmental media (e.g., land, air, and water), wildlife, or human communities.
o Near misses as defined in the Project’s incident reporting and investigation procedure.
Projects and entities must develop a project incident reporting procedure. As a minimum, the
procedure should cover the following:
o Roles and responsibilities (as stated in Section 5 of this procedure) with regards to the
reporting protocol and line of communication.
o Immediate notification requirements: this includes but not limited to all accidents involving
a fatality(s), serious injury(s), a major property damage, a major environmental incident
and any event with impact on members of the public.
o All incidents written notification process and the time frame requirements. Standard
practice is to submit a written incident notification form within 24 hours of occurrence. A
notification form should have the following information as a minimum:
= Company and Project details.
= The person in charge name and contact details.
= Injured person details: (Name, Occupation, ID number, Employment Status, etc.)
if applicable.
= Incident details: (Date, time, location, what happened, incident outcome details,
latest known information about any injured person).
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= Signatures.

o Work instructions in case the incident outcome was major e.g. securing incident scene,
reporting to authorities such as General Organization for Social Insurance and the protocol
for Informing family members in case of a serious injury or a fatality including repatriation
where applicable.

Incident severity rating criteria (see attachment 1) for details.

Full investigation and reporting requirements.

Causal analysis and lessons learned.

Corrective actions and recommendations.

o O O O

Projects must ensure that work related incidents are documented in a register. Every year work related
incidents records must be archived. It is a best practice to establish an incident database to analyse the
data and monitor/compare performance.

6.2 |Initial Incident Management and Response

When an incident occurs, the Responsible HSSE Manager or designee and Superintendent shall go to the
location of the incident and support any response activities, verify the area is safe and secure, and support
the involved personnel to preserve evidence and collect information.

Site Management shall be immediately notified by the Responsible person, who shall confirm the following:

e Appropriate initial response is initiated.

Proper medical treatment of all injured/ill individuals has been accomplished to include emergency
evacuation, if required.

Actions are implemented to prevent escalation of the incident severity.

Actions have been taken to protect personnel.

The scene is preserved.

Any unsafe conditions are remedied or sealed-off.

Unauthorized personnel are prohibited from entering/accessing the incident scene.

The environment is protected (if applicable).

Potential witnesses are identified and information is obtained from each employee who witnessed
the incident, describing what they saw in their own words.

¢ Relevant evidence is preserved, including but not limited to:

Photographs.

Work control documents (i.e. JHA, drawings, permits, etc.).
Tools.

Equipment.

O O O O

Preliminary Witness Interviews captured via interview notes.

6.3 Reporting

6.3.1 Incident Notification

Incidents must be immediately reported (verbally) to the responsible Superintendent and the responsible
HSSE Manager. The initial verbal notifications will consist of known facts about the incident and immediate
corrective actions that are being taken.

Where an incident has an Actual / Potential of High Level and above the HSSE Manager shall immediately
notify the Site Manager.

During this initial reporting period, priority is placed on addressing the incident and attending to the safety
of people or environmental concerns.
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Written incident notifications shall be made. Written notification shall be submitted using an Initial Incident
Notification form. An example can be found in Attachment 3.

The Contractor Site HSSE Manager is responsible for ensuring the following information is obtained and
conveyed:

Date, time, place, and consequences of the incident.

Date and time incident reported.

Initial description of the incident (known facts).

Initial assessment of actual and potential severity of the consequences.
Immediate actions being taken.

Temperature and weather information (if applicable).

6.3.2 Near Miss

Near miss reporting is a critical element required to continuously improve HSSE performance and capture
lessons learned where there was potential for adverse impact to the environment, health or potential for
injury. All near misses are required to be reported upon occurrence and the responsible entity is required
to submit an investigation report for all near miss incidents that occur on the project.

6.3.3 Instances of Potential Non-Compliance Notifications

Events that are Instances of Potential Non-Compliance (IPNC) with the Project’s Regulatory approvals,
must be communicated to all required identities to support regulatory reporting requirements. Examples of
this include, but are not limited to, deviations from permit conditions and commitments specified in HSSE
Plans/Procedures; work commenced without Regulatory permits in place; execution changes without
appropriate amendments to Regulatory approvals in place.

When regulatory reporting is required it shall be done in coordination with Contractor and Company Project
Management. If regulatory authorities are to be notified, the Contractor Site HSSE Manager will confirm
that the appropriate Contractor/ Subcontractor notifications have been carried out and that the scene is
preserved until:

e The incident analysis team has completed their inspection.
e ltis safe to do so.
e Regulator has given approval.

Contractor is responsible for reporting incidents for Contractor-obtained approvals/permits. Contractor-
obtained approvals/permits are classified as either High Priority or Other Priority. For incidents associated
with High Priority permits, Contractor will consult with Company and provide for Company review and
approval a copy of the report/notification to be submitted to the regulatory agency. Company will be
required to complete the review on a timely basis that allows Contractor to report non-compliance within
the required regulatory time frame. For Other Priority permits/approvals, Contractor will provide Company
with a copy of the final report that was submitted to the regulatory agency.

Company will retain responsibility for reporting incidents associated with Company obtained
permits/approvals. Contractor will support Company with required information needed to support the
Company issued reports/notifications.

Regulatory notifications and reporting will be documented in Contractor and Company incident
management systems as appropriate.

IPNCs that are identified through the formal audit process will be reported through this Procedure, but may
be processed or managed through the Corrective Action or Non-Conformance Processes, this reporting
action will facilitate necessary regulatory reporting.
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6.4 Incident Classification

The Responsible HSSE Manager, with the assistance of the Responsible Superintendent, will establish the
initial incident facts to make a preliminary determination of the severity of the incident.

The initial incident classification may change as more information is learned about the incident.

From information provided in the Initial Notification Form, the Site HSSE Manager will classify the incident
based on the actual impact, plus the Potential impact which is the worst realistic outcome, at the time of

the incident.

Table 1: Injury/lliness Classification

Classification Injury / lliness
An Occupational Injury involving limited/minimal medical assistance will be classified
as first aid, regardless who provides the treatment. First Aid includes the following:
e Using nonprescription medication at nonprescription strength,
e Tetanus immunizations,
¢ Cleaning/flushing or soaking surface wounds,
e Wound coverings,
e Butterfly bandages or steri-strips,
e Hot or cold therapy,
First Aid e Non-rigid means of support, including finger guards
e Temporary immobilization device used to transport accident victims,
e Dirilling of fingernail or toenail,
e Eye patches,
¢ Removing foreign bodies from eye using irrigation or cotton swab,
¢ Removing splinters or foreign material from areas other than the eye by
irrigation, tweezers, cotton swabs or other simple means,
e Massages,
e Drinking fluids for relief of heat stress.
A work-related injury or illness that meets any of the following:
e Death,
e Days away from work,
e Restricted work or transfer to another job,
e Medical treatment beyond first aid,
e Loss of consciousness, and
e Any occupational illness diagnosed by a physician or other licensed health care
professional, even if it does not result in any of the above.
Medical Treatment - Any medical treatment other than first-aid items listed above
provided by a physician/licensed medical professional will be classified as a Medical
Recordable Treatment/Recordable case.
Examples of Medical Treatment/Recordable cases include:
e Sutures,
e Prescriptions,
e Foreign body extrication involving surgical instruments,
e Fractures (including teeth),
e Use of medical glue or staples,
e Needle sticks,
e Splashes or other exposures to another person’s blood/infectious material
Second or third degree burns, or burns caused by electric shock / electrocution,
e Loss of consciousness
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Classification Injury / lliness

Restricted Work - An injury/iliness that involves one or more days of restricted work
or a job transfer will be classified as a restricted work case. Restricted work activity
occurs when a physician/Licensed Medical Professional determines:

(1) an employee cannot perform one or more of his/her routine job functions (work
activities the employee regularly performs at least once per week), or
(2) An employee cannot work a full workday.

Lost Workday An injury/iliness that causes an employee to be unable to report to work for his/her
next regularly scheduled shift. The determination must be made by a
physician/licensed medical professional and applies whether days are taken or not.

6.5 Incident Categorization

The Site Manager and HSSE Manager shall make an initial categorization of the incident as “Serious” or
“Other.” Any incident whose category is not readily defined shall be deemed a Serious Incident “Not Yet
Classified”.

6.5.1 Serious Incidents

Incident Notification with a serious incident, Immediate initial notification shall be made by the Project
Manager, Site Manager and/or the HSSE Manager to the Project chain of command in person or by phone.
Email is not a viable option for emergency communication and may only be used for follow-up. If the contact
is not available, the caller must call the next person on the list.

Project Manager or designee will make initial notification of the incident to the employer.

Within 1 hour of the incident:

The Site Manager/Designee and/or HSSE Manager/Designee shall prepare Initial Notification Form and
provide to the HSSE Manager for review and issue within one (1) hour of the incident, or as soon as
practicable.

This report has a defined distribution list which is which would be determined by the Project and can be
itemized on Attachment: 3, Initial Notification Form.

Within 24 hours of the incident:

Depending on the seriousness of the event the HSSE Manager may in consultation with the Project
Manager and Legal/Risk Management issue a Project HSSE Alert or HSSE Bulletin (Attachment 6). The
alert or bulletin will generally be issued within 24 hours of a Serious Incident.

Within 5 days of the incident:

HSSE Manager/Designee will:

e Review the draft investigation report.
¢ Input incident investigation data and review data into the project Incident Database.

Project Manager is accountable to communicate incident investigation findings to the Employer.

6.5.2 Other Incidents

6.5.2.1 Incident Investigation Process
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The HSSE Manager, in conjunction with Legal/Risk Management will determine whether a Serious Incident
warrants a privileged investigation, considering the nature of the injury, employer involvement in the
investigation, and the potential for government involvement/future liability.

The following investigation process will be implemented for serious incidents that involve fatalities:

The HSSE Manager will coordinate with contractor organizations to identify an External Incident
Investigator to conduct the investigation.

The following investigation process will be implemented for all other serious incidents:

The HSSE Manager will designate an Incident Investigator Team Lead who will convene an investigation
team. The team may consist of the following personnel:

Area HSSE Manager or his designee.

Site Manager.

Applicable engineers.

Applicable supervisors.

Technical experts.

Risk Management, insurance representatives and/or consultants.
Outside legal counsel.

The investigation team will perform the following tasks:

6.6

Inspect the scene of the incident.

Review key evidence and identifies gaps.

Develop a plan to complete data gathering.

Interview withesses and takes careful notes of what is said using (Attachment 2), Project Incident
Notification Investigation Report.

Take photographs to document the scene.

Review key documents (e.g. Training records, job safety analyses, daily logs, tool box notes,
equipment specifications and manuals, permit, HSSE program elements, etc.).

Contact subcontractors, vendors and employer for information, as appropriate.

Utilize the Causal Factor Checklist (Attachment 4). This checklist is an aid in determining likely
causes of an incident. It is intended merely as a reference guide of factors to consider.

Incident Investigation Reporting

The External Incident Investigator or Incident Investigator depending upon seriousness of incident will:

Prepare a Draft Incident Investigation Report. The form is used to document HSSE incident
investigations. Generally, it will be used as a standalone form, however, in some situations, more
extensive and formal investigation reports may be necessary. In these circumstances, will become
an attachment within the overall report.
Ensure the Incident Investigation Report contains all necessary attachments in Section 13 of the
report.
Obtain concurrence from the members of the investigation team with respect to findings and
conclusions of the Draft Incident Investigation Report.
Obtain copies of any incident investigation reports, forms, and/or summaries prepared by any third
party.
Submit the Draft Incident Investigation Report and all supporting documentation to the HSSE
Manager for review, comments and approval prior to the release or distribution of the report.
Review and approval process for the Draft Incident Investigation Report is as follows:

o HSSE Manager reviews, provides comments or approves the Draft Incident Investigation

Report.
o The Incident Investigator Lead distributes Final Incident Investigation Report to the
following:
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= Project Management

= Personnel identified on the report

= Subcontractor and/or employer as directed by Project Management and
Legal/Risk Management.

Note: If a subcontractor (regardless of tier) employee is involved in a fatal, lost time, recordable injury/iliness
the applicable contractor/subcontractor must submit a report to the HSSE Department describing the
incident and related details, including injuries/ilinesses and a chronology of the events leading up to the
incident.
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6.7 Other Incidents

6.7.1 Initial Response to Incidents

Should any HSSE Incident occur the first responder/employee shall make notification to their
supervisor/manager. The supervisor/manager shall immediately notify the Site Manager and HSSE
Manager and ensure the following (subject to the limitations imposed under local law and/or by authorities
having jurisdiction) is initiated:

e Proper medical treatment of injured/ill individuals has been accomplished to include emergency
evacuation, if required;

The scene is secured and controlled, any unsafe conditions are remedied or sealed-off;
Unauthorized personnel are prohibited from entering/accessing the incident scene;

The environment is protected (if applicable);

Potential witnesses are identified and contact information is obtained,;

As soon as possible a written, signed statement is obtained from each employee who witnessed
the incident, describing what they saw in their own words;

¢ Relevant evidence is preserved, including but not limited to:

Photographs

Work control documents

Tools

Equipment

Preliminary witness interviews captured via investigator notes

O O O O O

6.7.2 Incident Notification

Initial notification of Other Incidents shall be made by the Area Site Manager and/or the HSSE
Manager/Designee to the Project chain of command in person or by phone or e-mail in accordance with
the chain of command.

Based on the severity, or loss potential (216 on the risk matrix) the Project Manager /Designee may decide
to report the incident to the Employer.

Within 1 hour of the incident:

The Site Manager/Designee and/or Area HSSE Manager/Designee shall prepare the Initial Notification
Form and provide to the HSSE Manager for review within one (1) hour of the incident. This report has a
restricted distribution list which is itemized on Attachment: 3, Initial Notification Form.

Within 3 days of the incident:

The Site Manager/Designee and/or Area HSSE Manager/Designee shall prepare a Project HSSE Alert or
HSSE Bulletin (Attachment 6). The alert or bulletin will generally be issued within 3 days.

Within 5 days of the incident:

HSSE Manager/Designee will:
e Review draft investigation report. Input incident investigation data and review data into the project
Incident Database.

e Project Manager makes final notification of the incident to the Employer.

6.7.3 Incident Investigation Process

Investigation of an incident categorized as “Other” incident typically does not involve Legal/Risk
Management Counsel. Refer any questions regarding Attorney/Client Privilege status to Legal/Risk
Management Counsel.

The following investigation process will be implemented for Other Incidents:
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e Area HSSE Manager or his designee will identify the Incident Investigator who will conduct the
incident investigation based upon a graded approach.

6.7.4 Incident Investigation Reporting

The Incident Investigator will;
¢ Prepare a Draft Incident Investigation Report Utilizing Attachment 2:

o Verify the Incident Investigation Report contains all necessary attachments identified in
Section 13 of the Incident Notification Report.

o Obtain concurrence from the members of the investigation team with the findings and
conclusions of the Draft Incident Investigation Report.

o Obtain copies of any incident investigation reports, forms, and/or summaries prepared by
any third party.

¢ Review and approval process for the Draft Incident Investigation Report is as follows:
o Area HSSE Manager reviews, provides comments or approves the Draft Incident
Investigation Report.
o The Incident Investigator distributes Final Incident Investigation Report to the following:
=  Site Manager
= Area HSSE Manager
= HSSE Manager

Note: Contact HSSE Management for questions about off-site/camp/travel incidents. HSSE
Manager/Designee makes final notification of the incident to the Client.

6.8 Corrective Actions

Under the guidance of Management, the investigation team will determine actions to prevent future
incidents and assign an owner to each action, to implement the identified actions. The Investigation Team
Leader will discuss actions with the owner of the assigned action to determine agreement on the scope of
the action and time frame(s) for completion.

Corrective or mitigating actions are to be developed to meet SMART action guidelines, as follows:

Table 2 - SMART Action Guidelines

Characteristic Questions
o Does the action contain a verb; And, is it specific enough to be easily
Specific )
understood and implemented?
Can the implementation of the action be verified by others and/or can
Measurable . ; .
the implementation of the action be measured?
Is the action and time frame for implementation achievable based upon
Achievable agreement by the Investigation Team, the Action Owner, and Project
Management?
Relevant Does the action address the root cause for the incident?
. Has a completion date been set based on the severity of the incident
Time Based X )
and the action to be implemented?

6.9 Incident Investigation Closeout
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It is important that the development and review of the Incident Investigation Report is effectively planned
and completed within the allocated time frames. This allows for actions to be identified and closed out in a
timely manner and lessons learned to be shared and communicated.

6.10 Incident Investigation Review Meeting

The Responsible Project/Site Manager shall schedule an Incident Investigation Review Meeting following
the completion of an investigation. The meeting shall be scheduled with Contractor as soon as possible
following final approval and submittal of the investigation report. The meeting shall be chaired by the Site
Manager with attendance of the Site HSSE Manager, and applicable responsible entity Personnel. The
intent of the meeting is for the Responsible Project/Site Manager (most senior responsible person on site)
to present the investigation report concerning the incident and provide a summary of the following:

Status/condition of injured employee, as applicable.

Executive summary of investigation report.

Applicable background information.

Review causative factors and root causes identified.

Review corrective actions taken to prevent recurrence.

Lessons learned.

Status and path forward to close investigation corrective actions.

6.11 Lessons Learned

The Contractor Incident Investigator will develop and distribute a lesson learned document to share the
important lessons from all serious investigations. Sharing of lessons learned from low level investigations
may be conducted at the discretion of the Site HSSE Manager.

For serious incidents communication, should be distributed to Project personnel as soon as practically
possible once the approved incident investigation report is finalized.

Brief summaries of incidents can be distributed via HSSE Daily Notices and discussed at prestart meetings.

Additional safety alerts or bulletins may be issued as directed by the Site HSSE Manager or Site Manager.
7.0 TRAINING

To provide consistency and completeness in incident reporting, training should be provided as appropriate
for personnel required to participate in the incident reporting and investigation processes:

e All Project Personnel are made aware of incident reporting requirements.

e Supervisory and HSSE personnel receive an overview of this procedure.

e Supervisors/Superintendents as selected by their Management Team to be trained in Incident
Investigations.

e Designated individuals are trained as Investigation Facilitators for Incident Investigation Process.

8.0 RECORDS

e Allincidents described in this Procedure are entered into a Contractor Safety Data System.

e Medical records are kept confidential by the Medical Services Subcontractor.

e Incident investigation supporting documentation is maintained and made available for audit
purposes.

9.0 ATTACHMENTS

1. Project Incident Classification Matrix
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EPM-KSS-TP-000022 - Project Incident Notification Report Template
EPM-KSS-TP-000023 - Project Initial Notification Report Template
EPM-KSS-TP-000024 - Project Causal Factor Checklist
EPM-KSS-TP-000025 - Project Documentation Checklist
EPM-KSS-TP-000026 - Project HSSE Alert Template

ok~ wWN
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Attachment 1 — Project Incident Classification Matrix
Identify Potential H55E Hazards [(Qualitative Analysis)

Table 1 provides examples of potential HSSE hazards that may be identified during the hazard
identification process. Table 2 provides examples of HSSE incidents and the potential conseguences
fimpacts.

» [Examples of HS5E Hazards and Potential Conseguences

HAZARD POTENTIAL HESE CONSEQUENCE HIMPACT &
‘ieather (extreme temperatures; rain; high winds; drought Poar field conditions; risk o employee safety and health;
flooding; omadoss; hurricnes| enviranmental damage
Emiployes injuryfilness; litigation and claims; notioss of
Hardling of Hazardous Materials viclatian, mpact o nasural meourcesiardronmeant, incregsed

budget neads, mpact to campany reputation

Endemic Dissases (Hepalitis; Cholera; Typhoid; Dengue Employes llnass
Frevar)

Risk to employee safety and health; litgatian and claims; loss

Processing or handing of fammatbilke materials of reputation; loss of business; property loss (fires);
enviranmental damage

» Example of HESE Incident and Potential Consequence

HESE INCIDENT POTENTIAL HE3E CONZEQUEMCE HIMPACT

Emplayes fals fram 15 . Scafiold structure resuling in broken bone Fataisy
requiring miedical treatmeant beparid Srst aid f

Spill of 1-gallan benzene o a secandany containment structure locabed Moderate to sipnificant imgisct confined on site,
caitside the building regulatory exceadancs, or any off-site imgact

Severity and Probability Levels (Quantitative Analysis)

Table 3. Explanafion of Sewerity Levelz can be used fo assign a8 severity level for the potentiasl
conseguencesiimpacts of the hazardincident. Severty levels are highly dependent on the various
HS5E categories.

» Explanation of Severity Levels

POTENTIAL COMNZEQUENCES ! IMPACT 2

SEVERITY
LEVEL SAFETY AND COMPANY LLABILITYF
HUMAN HEALTH EHVIRONMENTAL REPUTATION PROPERTY LOSS
First aid or dight
npryiliness fo
Ireatmeent
. . Companyicient
Insignificant impact, fully 3 .
1 - Slight P : EOMSET, NO Slight loss [<5108)
carniined {EapLevel 3) redia altention
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SEVERITY POTENTIAL CONSEQUENCES / IMPACTS
LEVEL SAFETY AND COMPANY LIABILITY/
HUMAN HEALTH e REPUTATION PROPERTY LDSS
DEHA recordable,
medical trestment,
restricted work,
temporary effect
Megligible short-term Cormrunity
impact, confined on site, no concem with i
deliTers regulatory exceedance local media Minor loss {§10-<§100K)
(B, Lewel 3) attention
Lost time injury/illness
or permanent disability
Moderste to significant State or
impact confined on site, provincial
3 - Moderate regulatory exceedance, or concam with Moderate loss (§100-=51M)
any off-site impact (Eopy. regicnal media
Lewel 2) attention
Single fatality or
permanent disability of
3 or more persons Significant impact on or off
. =site, or potential Mational media .
4 ~Mmor enforcement action (Epy. attention Major boss (31M-<510M)
Lewel 1)
Catastrophic impact, kong- - fional
5 - Catastrophic Multiple fatslities term lishility, or irmeversible :de"“;grf Catastrophic loss (=510M)
damage (Epy. Level 1) media ion
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Table 4_ After documenting the potential severity level, determine the probability that such a hazard or
incident may occur and assign a probability level using Table 4, Explanation of Probability Levels.
Together, the severity and probability level are used to determine the risk level. Severity and probability

lewvels must be documented.

= Explanation of Probability Levels

EAB EVE PROBAEBILITY TEST
D il L PROBABILITY DEFINITION
Praciically Never Docurs Consequencs unbeard of ar nol known 2o have cooured an in the
1 ndustry
2 Mt likeely b Oheacur Consequencs rarely ooours on in the industry
3 Could Occur Consequence may have accurred on projects and could ooour again
Kiawn b 0 . Corsapuanse has occurred mans LI'IH'I.L'II'IL'E on projects and will
4 likeshy pocur again
Cieeurs Fraquently Consequance has oocourrad mulipks unuf*.'- on projects and will very
5 likeshy pocur again

Risk Matriz Calculator

Table 5. To calculste the risk level for each hazerd/incident, multiply the severity level (1-5) obtained
from Table 3 by the probability level (1-5) obtained from Table 4. Using Table &, Risk Assessment
Prigritization Matrz, the hazard is categorized as low, medium, or high nsk. Risk levels must be

documented

# Risk Assessment Pricritization Matrix

SEVERITY PROEABILITY LEVEEL
LEVEL

Increazing Probabilty

1 - slight
E B

2-m
g ner MEDILI
Ll

B 5
& | 3 - Modarate
5 MECILN MECILIN
g 4 - Major .
E ! MECILIM
L j 5
5-Catastrophic | o m

The risk level shown in Table § should be applied as follows:

Risk Levels for Hazards Risk Levels for Incidents
B Low Risk (1-4): Risk is considered B Low Risk (1-4): Potential future incident risk iz
broadly acceptable. Mo further risk considered negligible. Mo further risk
reduction is required. Risk is managed reduction is necessary; manasge with routine
with routine procedures and periodically safeguards and confrols to reduce the
confirmed that the risk continues fo potential for incident recurrence. Incident
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remains low. Risk reduction is at investigation and further risk reduction is at
managementiteam discrefion. management team's discrefion.

Medium Risk {5-9): Risk is acceptshbls if Medium Risk {5-9): Conduct incident
reasonable safeguards and controls are in investigation. Potential future incident risk is
place to reduce the hazards to an tolerable if reasonable safeguards and
acoceptable level or ALARP. Responsibility controls are confirmed to be in place.

is assigned for action and future Additional long-term risk reduction may be
micnitoring. required at the management team's discretion

to reduce potential for incident recurrence.
[l High Risk (10-25): Unacceptable risk [l High Risk (10-25): Conduct incident

that must be eliminated or reducad by investigation and root cause analysis. Risk
controls to an acceptable lewel or ALARP. reduction is required to reduce potential future
Responsibility is assigned for action and risk to scoeptable level based on results of
on-going monitoring.  Other means of investigation and root cause analysis to
assessment and planning must be reduce potential for incident recurmencea.

considered to ensure adequsate
assessment and management of risk.
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Attachment 2 - EPM-KSS-TP-000022 - Project Incident Notification Report
Template

Attorney/Client Privileged? | Yes [l No [

Legal Privilege Statement Confidential: Attorney/Client Privileged

Atlorney/iclient privileged incident reports are prepared al the direction of Counse! in anbicipation of [itigation and/or seeking legal advice fo profect
CW.IV interests. Altorney/client priviieged incident reports may not be further distributed willin the company or outside the company fo any third
parly without! the expressed wrilten permission of the Corporate LegalRisk Managemen! Counsei

SECTION 1. INCIDENT TYPE (Select Only One}

SERIOUS
Fatality Cinjuryniness [0 Environmental (L1/L2) O Significant HSSE action [ Significant Property Damage [ Significant Mear Miss [
OTHER
woc O Recordable Case [0 Envirenmental (L3) O Non-significant Propeny Damage [ s.lgniﬁcant Mear Miss C1 Utitity it O
SECTION 2: PROJECT DETAILS \ WP
Office/Project Name: Site Manager mm: \/;m, HSSE Rep. Name:
Project Number: Contact #:
Contact #
Project Location: cmmu& Employer:
SECTION 3. EMPLOYEE INFORMATION Incidents)
Injured Employee Name: (If Subcontractor) Company relationship to:
{Last, First, pal)
Subcontractor [J Sub-tier level (1-9) O

Employee ID Number: | Site Hire Date: ‘ Trade Start Date: Employer (Company name):

SECTION 4. INCIDENT SUMMARY

Incident Date (dd/mmiyy): | Time of Incident (24hr): | Incident Location: | shift:

Activity in progress at time of incident.

Hame of Witnessis:

SECTION &5 INJURYILLNESS DETAIL (it
applicable): Check if NOT applicable [

Injury, lliness? If applicable, briefly describe nature of injuryfiliness:

Injury 1 mness

SECTION E: NEAR MISS DETAIL (if applicable): Check it NOT applicable [
Perceived potential risk of:

Fatality/Injuryiliness [1 Environmental Damage [ Property Damage [ Wtility hit / Service Interruption [
Additional Information/Detalls Specific to Near Miss Event (attach additional sheet it necessary):

SECTION 7: ENVIRONMENTAL DETAIL (it
lcable): Check if NOT applicable [

Severity: Impact(s):

Level1 [J | Agency enforcement action Oiher instance requiring off-project notification O
Level 2 [0 | Potential offsile impact 1o human health of environment Patential impact 1o waler resources O
Level 3 [0 | Sub-contractor initiated action Spill of hazardous substance wino environmenial iImpact O

Employer intiated action (i.e, shutdown)
Shutdown/waork stoppage

Release of hazardous substance above Reportable Quantities [
Spill of hazardous substance below Reportable Quantities O

ooooodo

Incident requiring action wino envirgnment impact Spill of hazardous substance offsite O

Mon-compliance order Spill of hazardous substance in walerwvay O

SECTION 8: PROPERTY DAMAGE DETAIL (if applicable): Check it NOT applicable [
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Attachment 3 - EPM-KSS-TP-000023 - Project Initial Notification Report

Template
Date &Time of Incident:
Project Name: Project Number:
Incident Location: ] contractor
Company ] Sub-Contractor
(Give Company Name)

Incident Classification:

'(me'ﬂ- Actual or Probable Outcome Required Distrib RSN o fiie
Type : Foli P Indivi

ate boxes) oliowing Project Individuals Only

L IFatality(ias)

|_IOccupational Injury/lliness resulting in * S anager

Senous

tion Manager
physical harm 3 anager

_JPotential Lost-Time Injury/lliness
| IPotential Recordable Injury/llines ct Manager
ospitalization of Three (3) or rfighe Legal Dept

« Site Risk Manager

* Area HSSE Managers
Serious citations,

#rges against CWJV)
e Damage (
$500,000) IncluditigBut not limited to fires,
pills, and explosions
|_limpact on Members of the Public
__ISignificant Environmental Incident (L1 or L2)
__ISignificant Near Miss (=10 on risk matrix)
[JSerious Incident — Not Yet Classified
[Lost-Time Injury/iliness ¢ Construction Manager
[CRecordable Injury/lliness « Area HSSE Manager
EJEnvironmental Non-Reportable Incident « Site HSSE Manager
Other Property Loss (<$500,000)
nwronmental Incident (L3), if appropriate
|_INon-significant Near Miss (210 on nsk
matrix)
Brief Description of Incident Facts: (Use only known facts. Do not speculate as to cause, fault or error. Do not
use assumptions in description of incident).

Prepared by: Date & Time
(Signature & Title) (actual ime and date
prepared)
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Attachment 4 - EPM-KSS-TP-000024 - Project Causal Factor Checklist

Project Incident Notification, Investigation and Reporting Procedure

This check list is an aid in determining likely causes of an accident. It is intended merely as a reference
guide of factors to consider when determining why an accident may have happened. Use this checklist as
a guideline to assess possible causes of an accident.

INSTRUCTIONS FOR USING THE CAUSAL FACTOR CHECKLIST:

1. Using Page 2 of the Checklist, the Investigation Team determines which of the various potential
casual factors are associated with the subject incident.

2. Acheck mark is placed adjacent to the number that corresponds to a specific causal factor.

3. Using Page 1 of the Checklist, the Investigation Team locates each of the checked causal factors, by
associated number (from Page 2 of the Checklist), to determine the Causes Categories for the
subject incident.

4. The Cause Categories determined using this Checklist are th

CAUSE CATEGORY

tered into the investigation form.

CAUSA% HECKLIST ITEMS)

Planning and Risk Assessment

51@\5\\}5‘?&\2’ 6.5: 717.11: 12.1: 15.4: 17.3: 17.4: 20.1: 20.2

People / Behavior and Training

(21 4204717, 1.9, 2.1-2.7; 3.1-3.7; 4.1-4.9; 6.3; 6.6; 9.1-9.11;
:@) 0.5; 11.2-11.5; 12.2-12.4; 13.1-13.9; 14.1-14.3; 15.1; 18.7

Subcontractor Operations

16.1-16.4: 19.1-19.10

Work Environment and Design

71-711;81-8.5,171;17.2,17.5:17.6

Monitoring and Inspection

5.2:54;56;6.1,6.3;,64;6.6;17.7; 18.1-18.6; 20.3-20.8; 21.1-21.3

Management of Change

15.5;17.8

Communication

15.7; 21.5; 22.1-22.13

Incident Investigation and Hazard
Prevention

15.3,15.6

Human Factors

1.5;16;18;7.2

Leadership, Oversight and Direction

1.3;3.8,11.1; 11,6, 11.7; 15.2; 15.8; 214
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Attachment 5 - EPM-KSS-TP-000025 - Project Documentation Checklist

DOCUMENTATION CHECKLIST
Information required if available

All Incident Report Form (completed)

Statement from employee
Witness Statements
Supervisor's Statement

Project/Site Manager Statement
Doctors Certificate

Pictures / Photographs/Plans <
Copy of Shift Instructions given ,..—.\'(;‘\

\2
Copy of Shift Time Sheet REeINZ
Copy of Pre-Start Checklist N\\\\S

Copy of previous operators TImSh@\\\
Copy of previous operators I{ list

Copy of employees training Q@jtf}nnmres
Copy of Cerificates of Competency

Copy of Induction register

Copy of employees training records

Copy of recent service records for machinery involved

Copy of weekly safety inspection for machinery involved

Any Manufacturers recommendations

Maintenance reports for equipment post-incident

Correspondence lo or from Client

Correspondence to or from Statutory authority

Copy of any relevant permits, icences or works approvals

Copy of any relevant environmental or health-related monitoring results

Copy of calibration cerificates

NEB: Documentation listed above must be clearly referenced in the body of the report.
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Attachment 6 - EPM-KSS-TP-000026 - Project HSSE Alert Template

This & an inlemal propect HSSE Aleet and should nol be circulated axternally withoul the Project Salety or Praject Environmantal Manager approval

Incident:
(Descripieve Tika)

Workpiace Localion: Dare of Incidant: Clazsficabon

Descriphon Pichare goes here
1B|1-E'ld|?|5m Indicating key aspects of | (Phalo showing kazard or resull)

>

' 'L‘:»

Polenbal Hazands [p Be Aware OF

Fossible ACHONS [0 FrEvent Recumance:
Thie incident s curtently Being investigaled wmmnmum-rmwm & Werkplace Manager shall review this alert and determing if the
foliowing actions or others should be undertaken 1o their workplace

Avthowized By Consirucfion Manasger
Project Safety Advisor
Far Mare information - Confact Phone:
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