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Leaflet 2 - Accident/Incident Investigation

Introduction

1. There is a statutory requirement
 for employers to ensure that all workplace accidents or incidents are investigated to determine the root cause(s) and associated reasons relating to the event(s). They are to ensure that remedial action is taken, lessons are learned and that longer term safety improvement objectives are introduced.

2. Accident and incident investigations should be conducted in accordance with proper process in order to effect a thorough examination of evidence and gather all relevant information for evaluation so that positive steps are taken to prevent future recurrence. 
3. Accident and incident investigation should not be confused with the military requirement to, in certain cases, conduct a Service Inquiry. This leaflet provides the necessary guidance for both processes and also covers actions required in the event of an accidental injury or death of locally employed civilians.
Duties

Commanding officers

4. Commanding officers are to ensure that their unit has adequate arrangements in place to conduct suitable and sufficient accident or incident investigations. These arrangements are to be maintained, monitored and reviewed as necessary.
Line managers

5. Line managers are to investigate all accidents, incidents, dangerous occurrences and near misses and to use any relevant information from the findings of the investigation to further improve H&S performance. The extent of the investigation will vary according to the specific accident or incident and may involve other parties as detailed at Annex A for UK based personnel and/or Annex B for DEL employees.

6. Depending of the severity of the event there may be a requirement for a specialist investigation involving, for example, the Service or Civilian Police, Land Accident Prevention Investigation Team (LAIT) 
 or the Serious Equipment Failure Investigation Team (SEFIT). In these circumstances the specialists’ investigation methodology and procedures will take precedence over unit investigations into accidents.  

Employees

7. All employees have a duty to co-operate and contribute to any accident or incident investigation as required by the investigating team. 
Guidance for line managers

8. The objective of an investigation is to determine the facts of the event(s) and determine possible shortfalls in, for example, competence, leadership, training, management, equipment, procedures, attitudes or behaviour that were the root cause of the accident or incident so that steps can be taken to review and eliminate/ minimise the likelihood of recurrence. All minor accidents and incidents should also be investigated to eliminate/minimise the potential of more serious events occurring in the future. It is not the function of the investigation to apportion blame or to recommend disciplinary action. 

9. The severity and consequences of any accident or incident will determine the level of investigation required but initially this will start with the line manager responsible for the activity, process or location where the event took place. It is then most likely that the investigation will extend to involve key personnel with any relevant level of technical or professional competency relating to the event. 

10. Incidents where no injury to persons or property has occurred (known as a near miss) should also be investigated as they may have the potential for real harm or loss under different circumstances. 
11. Whilst the principle of complying with Host Nation legislation is acknowledged, different insurance systems and external reporting agencies require separate approaches. Guidelines for investigation levels and types where military personal and UKBCs are involved in an accident or incident are outlined at Annex A. Investigation levels and types related to civilian employees (DEL) involved in an accident or incident are outlined at Annex B. The principles which may be followed in any investigation are shown in the detailed guidance at Annex A-E of Reference A. 

12. When the accident or incident involves DEL or German equivalent, the investigation team is to include the Safety Monitor (where appointed), the Garrison Health and Safety at Work Expert (GHSWE) and a member of the Unit Works Council (UWC). The team may also include the Unit Safety Advisor (USA). The UWC must be informed about accidents and incidents at the earliest opportunity. In cases of death or serious injury, the German Civil Police (GCP) will almost certainly wish to investigate and they must be given access except where this is not possible for security reasons.  

13. If, as a result of security restrictions the GCP, are likely to be refused entry advice must be sought immediately from the local Service Liaison Officer before this decision is taken. 

14. The insurance carrier for BFGs DEL workforce, UK Bund, has the right to investigate accidents to DEL employees. In all but the most minor accidents, UK Bund must be asked whether they wish to exercise their right to conduct an investigation. The question is to be routed through the BFG Leading German Health & Safety at Work Expert HQ BFG.

Witnesses

15. Advice about witnesses is given in Chapter 3 of Reference F. 

Learning accounts - policy
16. It is army policy that learning accounts shall be submitted for all incidents reported to AINC in accordance with leaflet 1 of this manual. AINC will advise if further work is needed by the unit. For most accidents and incidents there is often no need to produce, in the first instance, anything more than a simple learning account.

17. Learning Accounts for all death and serious injuries are to be submitted through the Chain of Command within 48 hrs of the incident (paragraph 17 of Reference E). The more complex and/or serious cases are normally investigated by LAIT or SEFIT or the service police.).
18. For the simple learning account units are advised to use and submit the format at Annex C.  For more complex cases, the initial LA will need to be followed up with further work; AINC and the chain of command G1 staff may advise.
Learning accounts - Commanding Officer’s letters

19. On receipt of report submitted in respect of an accident or incident as defined in Leaflet 1 of this manual, AINC will issue a ‘Commanding Officer’s letter’, stating what further action the unit is to take. This letter is sent by post due to protection of information and is not copied to divisional of gar/bde focal points. 

20. Paragraph 8 of the letter will state that ‘where there is clearly no further lesson to be learned from the incident then a response by email to that effect should be sent. This will allow the closure of the incident on the database’. This will allow the CO to make a judgement call on the need for a learning account
Service inquiries 

21. Since publication of Reference E, Army policy for the production of a learning account following the death or serious injury of a serviceman or any civilian subject to service discipline and the process for requesting dispensation for a Service Inquiry has been modified and is at Reference G. This is a STAFF-RESTRICTED document, not published in the manual,  which should be consulted in the event that such an incident, including seemingly uncontentious cases as follows has occurred;

a. Death.
All incidents resulting in death.

b. Injuries.
All injuries arising for MOD activities, including:

(1)  Major injuries requiring professional medical treatment.

(2)  Injuries resulting in more than 3 days’ light duties or off work

including occupational stress related absence.

(3)  Climatic injuries including hyperthermia, heat exhaustion, heat

stroke, hypothermia, freezing cold and Non-freezing Cold Injury.

(4)  Injuries resulting from sporting activities or adventurous training.

(5)  Injuries resulting from on and off duty Road Traffic Collisions.

22. It is recognised that for incidents arising from off-duty road traffic collisions, or for deaths from natural causes, the LA will be very short. However, the LA must identify whether any Service factors or military involvement exist, such as duty of care, alcohol consumption in barracks etc.  

Dispensation 

23. There is no dispensation from investigating notifiable accidents, incidents or near misses.

24. Dispensation from a Service Inquiry is covered in Reference G
Acting on lessons learnt

25. It is vital that lessons learnt from accident investigations are considered by commanders and action taken to prevent a reoccurrence. To achieve this commanders are to ensure that :

a. The appropriate level of command group is briefed by their safety champion or advisor on the findings and recommendations of any inquiry, learning account or other investigations. This is caveated in that matters sub-judice may have privacy or restricted access limitations.
b. Their appropriate SHEF committee is briefed on all lessons learnt in order to direct further action as required.

c. Appropriate information is shared with others so they may learn from the event.

26. Higher formations may call
 for copies of lessons learnt in order to ensure that these are more widely shared.

Training 

27. Techniques for investigation accident and incidents are incorporated into the All Arms Unit Safety Advisors Course.  

Records

28. The MOD policy for the retention of Health and Safety documentation is at Reference B. The requirement to keep records of investigations and inquiries is covered in that document at Part 7A12 to 7A18.  Details of accident investigations and associated evidence may also need to be kept in accordance with the direction given in the other references.  

29. Arrangements must be made to protect the information in these records and to ensure that they are not lost or destroyed in event of a unit being disbanded, moved, amalgamated or restructured.
Annex A - Investigation Levels - Military/UKBC Personnel/Dependents

INVESTIGATION LEVELS – MILITARY/UKBC PERSONNEL/ DEPENDANTS

	Nature of Accident / Incident
	Kind of Investigation
	Carried out by:
	Report to:

	Trivial / Slight 
· Injuries requiring no

professional treatment and less than 3 days off work. (Not requiring AINC notification action).

· Incidents causing 
minor damage to equipment / materials. (Not requiring AINC notification action).
	Local  

Supported by Accident Book entry. (MoD Form 510).
	Line Manager and injured party. 
	· Line Manager by 

MoD Form 510.
· Local HSWA (If local procedures have been instigated).

	Serious

· Generally resulting in over 3 days off work and/or requiring professional treatment.
· Failure or corruption of safety measure or procedure (e.g. broken or damaged device). 
	Learning account    

	Line Manager and/or USA / GHSWE.  (Special investigation teams may be involved in some cases).
	· CO//HoE. 

· AINC Team by fax 
or phone for MF 2000 action & records.

· USA / GHSWE.  



	Major

· Generally involves

hospital treatment. 

· Damage to system,
facility, and failure of safety measure or procedure.
	Formal

 A Service Inquiry, Non-Statutory Inquiry or dispensation as directed by the convening authority (CA). See Reference E for further guidance.
	 As directed in the Terms of Reference issued by the CA.


	 As directed in the Terms of Reference issued by the CA

	Critical

· Fatality or severe

injuries resulting in long-term illness or disability.

· Total loss of system or facility.


	Inquiry

A Service Inquiry, Non-Statutory Inquiry or dispensation as directed by the convening authority (CA). See Reference E for further guidance
	As directed in the Terms of Reference issued by the CA.
	As directed in the Terms of Reference issued by the CA.


Annex B - Investigation Levels - Civilian Personnel (DEL)

INVESTIGATION LEVELS - CIVILIAN PERSONNEL (DEL)
	Nature of               Accident / Incident
	Kind of Investigation
	Carried out by:
	Report to:

	Trivial 

· Injuries resulting in
unfitness for work for less than 3 days lost time & not involving doctor's bills or other expenses or requiring notification action to AINC
	Local

Supported by Accident Book entry (MoD Form 510).
	Line Manager and injured party. 
	· Line Manager by 

MoD Form 510.

· Local HSWA (If
local procedures have been instigated). 

	Slight 
· Injuries resulting in unfitness for work (involving doctor's bills or other expenses).
· Incidents causing
minor damage to equipment / materials. (Not requiring AINC notification action).
	Local

Supported by copy of relevant docs submitted to AINC.   


	Line Manager, Safety Monitor, member of the UWC and the USA / GHSWE if required.  


	· AINC Team by 

fax or phone for action & records  (Injury only).

	Serious

· Generally resulting in
over 3 days off work requiring medical treatment.
· Failure or corruption of 
safety measure or procedure (eg broken or damaged device). 
	Informal   
With written record supported relevant docs submitted to AINC Unfallanzeige (injury only).


	Line Manager, Safety Monitor, USA / GHSWE and a member of the UWC.  (Special manager in conjunction with USA / GHSWE,  (special investigation teams may also be involved in some cases).
	· GLSU/RALSU

Unfallanzeige to UK Bund &WBV.  
· AINC Team by 

fax or phone for  action & records. 

	Major

· Generally involves

hospital treatment. 

· Damage to system,
facility, and failure of safety measure or procedure.
	Formal

 A Service Inquiry, Non-Statutory Inquiry or dispensation as directed by the convening authority (CA). See Reference E for further guidance.
	 As directed in the Terms of Reference issued by the CA.


	 As directed in the Terms of Reference issued by the CA

	Critical

· Fatality or severe

injuries resulting in long-term illness or disability.

· Total loss of system or facility.


	Inquiry

A Service Inquiry, Non-Statutory Inquiry or dispensation as directed by the convening authority (CA). See Reference E for further guidance
	As directed in the Terms of Reference issued by the CA.
	As directed in the Terms of Reference issued by the CA.


Annex C – Structure of a Learning Account

STRUCTURE OF A LEARNING ACCOUNT
The structural parts of the report are as follows: 

Background 

Background leading up to the incident including;

a.
Location.

b.
Task organisation.

c.
Any training or environmental issues. 

What happened?

Who was involved in the incident, including details of casualties? 

Why did it happen? 

Salient and factual reasons only are required. 

Lessons learned – recommendations
a.
Internal – by unit.

b.
External – by chain of command (if appropriate).

Immediate action taken to prevent a recurrence

a.
Internal – by unit.

b.
External – by chain of command (if appropriate).

Summary
See Family Information at LFSO 3207, Para 23 for possible inclusion here. 

Disclaimer
There will be some circumstances when the complete report passes into the public domain, for instance to Coroners or requests under the Freedom of Information Act. It must therefore contain the following warning at the beginning of the report. 


THE INFORMATION IN THIS LEARNING ACCOUNT MAY BE INACCURATE AND IS ONLY BASED ON INFORMATION KNOWN AT THIS TIME. IT MUST BE VIEWED AS A PROVISIONAL REPORT AND NOT A DEFINITIVE VERSION OF EVENTS 








� The Management of Health and Safety at Work Regulations 1999, Regulation 5(1) ACOP and References C and D


� Terms of Reference are at � HYPERLINK "http://cn4rwss001.dii.r.mil.uk/GSG/IHub/Rec/01_02_14_01/20110725_LAIT_ToR_2011_LF_COSExec_020205-U%5b1%5d.doc" ��Reference H�.


� � HYPERLINK "http://cn4rwss001.dii.r.mil.uk/uksc/Command_Information_Portal/SHEF_HSD/20110901_CESO(A)%20Policy%20letter%20-%20Accident%20Reporting%20-%20Promulgation%20and%20follow%20up%20reports.doc" ��D/LF/CESO(A)/100� dated  Sep 11.
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