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Accidents, Incidents and Near Misses Policy
Purpose

This policy sets out Buds Public School’s position on reporting, suitable recording and investigation for
all accidents, incidents and near misses. The School is committed to providing a safe and healthy work
environment by protecting employees from workplace injury and disease when reasonably possible to
do so.

The purpose of this policy is to ensure that all near-miss incidents (including minor incidents) are
reported, recorded and investigated. Reporting and sharing information with relevant parties creates an
opportunity to answer the questions of what happened and why and then to use this insight to determine
how to prevent a re-occurrence. Following the steps outlined in this policy will:

. Promote an open, learning culture in regards to workplace safety;

. Employ a systematic approach for all employees to report near miss incidents;

. Encourage an opportunity to gain understanding and insight from an incident’s analysis;

. Utilize that knowledge to prevent or reduce future risk of re-occurrence; and

. Support management’s goal of establishing a reporting culture with an aim to identify and
control hazards, reduce risk and prevent harmful incidents.

Scope

This policy applies to all staff and students of Buds Public School, who, regardless of level, location,
or job description, have a role in creating and maintaining an injury-free workplace. While the
Management of Buds Public School acknowledges responsibility for implementing and managing
health and safety for the school as a whole, all staff must recognize and accept responsibility for their
decisions and actions which can, and will, affect their own personal safety as well as the personal safety
of others.

The Importance Of Tracking Near Misses

Above all, near misses are a valuable source of information. Near misses provides Buds Public School
with an opportunity to identify hazards or weaknesses in their risk management programs and correct
them to prevent future incidents.

Proactive monitoring—Near misses are symptoms of undiscovered safety concerns. Near-miss
reporting can help Buds Public School be proactive when it comes to identify negative trends and
safeguarding all staff and students. This, in turn, can help reduce workplace accidents overall and
increase the school’s safety culture.

Identifying A Near Miss

A near miss is an opportunity to improve health and safety in a workplace based on a condition or an
incident with potential for more serious consequences, including:
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Unsafe conditions.

Unsafe behaviour, such as a staff/ student modifying protection installation without reason.
Minor incidents and injuries that had potential to be more serious.

Events where injury could have occurred but did not.

Events where property damage could have resulted but did not.

Events where a safety barrier was challenged, such as a staff or students bypassing boarders
and boundaries placed for the safety or everyone.

Events where potential environmental damage could have resulted but did not.

Reporting A Near Miss — (Accident, Incident)

All present persons must report workplace incidents, hazardous conditions, near misses, and property
and environmental damage to their immediate supervisor as soon as possible. Workers who experience
a work-related injury or occupational illness should seek immediate medical attention and promptly
report the injury/illness to their supervisor. Note: All work-related injuries / illnesses, no matter how
slight, must be reported to a supervisor.

Near Miss Reporting:

. An employee who witnesses a near miss incident must complete the Near Miss Reporting
form (located in the main office) and submit to a Manager or Human Resources. The
reporting system will not result in disciplinary action of the reporter and, if desired by the
person reporting, may be anonymous;

All near miss incidents will be reviewed by the school management to identify the root
cause and the weaknesses in the system contributing to the incident. The reporting
individual may be asked to participate in the incident investigation; and

Investigation results will be used to improve safety systems, hazard control, risk reduction,
and to educate staff. All of these represent opportunities for training, feedback on
performance, and a commitment to continuous improvement.

Communication

The steps taken (engineering or administrative controls, training, new policies & procedures, etc.) to
improve workplace safety as a result of the near miss investigation will be reported to the school
management as well as all staff.

Monitoring and investigation results of near miss incidents will be communicated to all, through at least
one of the following methods:

. Manager Discussion with employees;
. Bulletin board postings; and/or
. Safety Committee Meeting minutes.

Roles & Responsibilities

It is the responsibility of the School Management to:

. Enforce federal health and safety laws, standards and procedures;

. Support the development and implementation of safe working practices through provision
of proper resources;
Review health and safety procedures annually (minimum) or as necessary; and
Consider incentives that encourage NEAR MISS reporting and enhance the culture.
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It is the responsibility of the Safety & Compliance Manager to:

Enforce federal health and safety laws, standards and procedures;

Acknowledge and document potential hazards reported by employees;

Monitor health & safety performance, re-designing health and safety practices and
procedures when prudent to do so;

Include training for new employees to identify hazards and work safely as part of their
orientation.

Perform thorough investigations based on facts and provide recommendations for
corrective action to ensure that the potential for any future occupational injury, disease and
accidents is eliminated.

It is the responsibility of all Staff to:

. Ensure action has been taken to maintain safety and ensure safety of the area.

. Promptly report (within 24 hours) all incidents by completing the near miss report form
(reporting only FACTS) and submit to a Manager or Human Resources; and

. Provide statements and participate in the near miss investigation.

Non-Retaliation

. Near miss reporting is encouraged and required as the reporting member will not be subject
to progressive disciplinary measures unless their behaviour coincides with one of the
following serious offences:

Wilful breach of safety policies;

Acts of gross negligence;

Acts of gross misconduct (e.g. Possession of alcohol, illicit narcotics or non-prescribed
pharmaceuticals while on school property, or use thereof while operating equipment);
Repeated unreported violations;

Malicious activities (including malicious reporting of untrue allegations against a
colleague); and/or

Workplace violence, including but not limited to: fighting, assault, harassment or
possession of a weapon

Reminder — Reporting Actual Safety Incidents/Injuries

The OSH Act requires employers to keep records of certain injuries and illnesses, and to report certain
workplace incidents to OSHA within specific time periods. Specifically, all employers must report:

. Any work-related fatality within eight hours; and

. Any of the following, if it results from a work-related incident, within 24 hours:
- Inpatient hospitalization;
- Amputation; or
- Loss of an eye.

In addition, a 2016 final rule requires certain establishments to submit injury and illness information
electronically to OSHA.

Employers that are not in a partially exempt industry and have more than 10 employees must also
prepare and maintain records of serious occupational injuries and illnesses using OSHA Forms 300,
300A and 301. These forms are described in more detail below.
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Form 300 (Log of Work-related Injuries and Illnesses): Used to classify work-related
injuries and illnesses and to note the extent and severity of each case. When an incident
occurs, employers must use Form 300 to record specific details about what happened and
how it happened.

Form 300A (Summary of Work-related Injuries and Illnesses): Shows the total number of
work-related injuries and illnesses for the year in each category. At the end of the year,
employers must post the Form 300A in a visible location so that employees are aware of
the injuries and illnesses occurring in their workplace. Employers must keep a log for each
establishment or site. When an employer has more than one establishment, a separate log
and summary must be kept at each physical location that is expected to be in operation for
one year or longer.

Form 301 (Injury and Illness Incident Report): Must be filled out within seven calendar
days after an employer receives information that a recordable work-related injury or illness
occurred. This report includes information about the employee and the treating physician,
and detailed information about the case. Employers must keep this report on file for five
years following the year it pertains to.

This material was produced from the Occupational Safety and Health Administration. It does not
necessarily reflect the views or policies of the UAE. Department of Labor, nor does mention of trade
names, commercial products, or organizations imply endorsement.
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