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Accident Reporting & Investigation
A simple, 5 minute outline of what to cover in a toolbox talk on Accident Reporting & Investigation.


Accidents can occur in any workplace, no matter how careful we are. When they do happen, it is crucial to report them promptly and investigate thoroughly. Proper reporting and investigation help prevent future incidents, improve workplace safety, and ensure everyone understands what went wrong and how to fix it.

Why Reporting Matters
· Helps identify and address hazards before they cause more harm.
· Ensures injured workers get proper treatment and support.
· Provides accurate records for safety improvements and legal purposes.

When and What to Report
· Report all accidents, no matter how minor, including near misses (incidents that almost caused injury).
· Examples include slips, falls, cuts, equipment malfunctions, or unsafe conditions.
· Certain serious incidents must also be reported to your state or territory regulator (e.g., SafeWork NSW, WorkSafe Victoria, etc.).

Notifiable Incidents (Reporting to the Regulator)
· You must notify the regulator immediately if there is a death, a serious injury (e.g., amputation, serious head or eye injury, or hospitalisation), or a dangerous incident (e.g., explosion, electrical shock, or structural collapse).
· After contacting the regulator, the site of the incident must be preserved until an inspector provides further instructions (unless it is unsafe to do so).

How to Report an Accident
· Notify your supervisor or manager immediately.
· Complete an incident report form with details like:
· Date, time, and location of the accident.
· Description of what happened.
· Names of any witnesses.
· Injuries sustained and actions taken.

The Investigation Process
· Supervisors and safety personnel will review the incident to understand the cause.
· This may involve interviewing witnesses, inspecting equipment, and reviewing procedures.
· The goal is to find the cause, not to blame anyone.

Preventing Future Accidents
· Investigations often reveal simple fixes like better training, clearer signage, or equipment maintenance.
· Workers should be involved in finding and implementing safety solutions.

Real-World Example 
A worker tripped over an extension cord in a workshop, causing a sprained ankle. The investigation revealed that cords were often left across walkways. As a result, the company introduced cord covers and better storage, significantly reducing trip hazards.

Key Takeaways 
· Report all accidents and near misses immediately.
· Notify the regulator if a serious injury, death, or dangerous incident occurs.
· Provide detailed information about the incident.
· Participate in investigations to help improve safety.
· Investigations aim to find causes, not assign blame.
· Learning from accidents helps prevent future injuries.

Accurate reporting, notifying the regulator when required, and thorough investigations protect everyone and ensure a safer, more efficient workplace. 
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