The Methodist Church of New Zealand
Te Hāhi Weteriana o Aotearoa
Caring for Our People Manaakitia ā Tātou Tāngata

Mā tātou ngā aituā e pūrongorongo.
We will account for mishaps and incidents.
Guidelines to report, investigate and register incidents
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Scope – who should
follow these
guidelines?

Why is an incident
reporting process
best practice?

Terminology

Everybody. The process is adaptable for all sizes of chuch parishes/organisations.
Feel free to alter the templates to suit how you/your place works, or contact
healthandsafety@methodist.org.nz if alternate templates are required.




Reporting issues raises awareness.
“What gets measured gets done”.
If we can stop incidents from occuring in the first place, we can stop the
same things from happening again and again, before small becomes big.

Different committee/council/boards will manage this process depending on where
you are situated. In this document they are referred to as “administrative group”.
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Overview

Incident occurs/is observed

Make it safe, if you can...

Report it
(photo, incident report)





Parish Council
Office Manager
H&S Officer

Investigate
further?

Indepth investigation

Simple investigation

(photos, investigation report
phone Trudy on 027 457 4196)

Communicate
outcomes/fixes etc
to stakeholders

(fully complete
incident report)

Incidents Register
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See it, fix it, report it
Care for Our People
first

Incident Definition

When you see or are in an actual incident or a potential incident:
1. Stop!
2. Check the person/s are OK.
3. Follow the relevant steps from your Emergency Response Plan.
Near Miss

Minor

Major

 Nothing happened,
 More than a sticking
but it might have, or
plaster required, or
 sticking plaster or
 Minor first aid
less to tend to the
required
person, or
 asbestos found but
work stopped in time
Secure the scene








Major first aid, or
Doctor required, or
Ambulance called or
Hospital visit, or
Work stopped on site, or
Contamination detected
such as asbestos

After the people are OK, do what you can to secure the incident scene
Near Miss and Minor Incidents

Major Incidents

1. Take a photo of the scene!

1. Take photos of the scene!

2. Fix the issue if you can, or

2. Isolate the issue (make sure others
stay safe)

3. Isolate the issue if you can’t fix it
(make sure others stay safe)

3. Phone Trudy on 027 457 4196,
WorkSafe notification may be needed
4. Fix it if no further investigation
needed

Incident Report
template

The blank template is available from
http://www.methodist.org.nz/caring_for_our_people/incident_reporting
An online reporting tool is being developed.

Report the incident

Give the incident form and any photos to:
 Your administrative group
 The right person who has the ability to fix the issue.
Your administrative group should have forms available.
Your administrative group may accept verbal reports, however this will be at their
discretion. Verbal reports are subject to the frailties of memory!.

Report small events
and near misses too!

Left unchecked, seemingly minor incidents can have serious consequences.
Think about it: How many times have you tripped over an extension cord or slipped
on the stairs, and brushed it off as nothing?
If incidents seem too trivial to report, people should ask themselves: “What if…?”
“What if someone was seriously hurt?”
Reporting a near miss now can prevent a serious injury or fatality later.
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Reporting serious
incidents to
WorkSafe

WorkSafe must be notified of the following events:
Death

Immediately!

Injury

if someone has been seriously injured as result of work or in a
place of work

Illness

if someone has become seriously ill as result of work

Incident

if someone has a serious or immediate risk to their health and
safety because of an unplanned or uncontrolled work incident

Notifications to WorkSafe are by:
 Phone Call 0800 030 040 (24/7) then dial (2)
 Email healthsafety.notifications@worksafe.govt.nz (form… TBA)
Please phone Trudy on 027 457 4196 and she will assist.
Conditions of when
to report to
WorkSafe

There is a large range of conditions surrounding when to contact WorkSafe.
https://worksafe.govt.nz/notifications/notifiable-event/what-is-a-notifiableevent/#lf-doc-39637
Phone Trudy on 027 457 4196 and she will assist.

5 yr record keeping

WorkSafe notifications must be kept a minimum of 5 years from notification date.

Investigate incidents
Investigate when
there is...







Investigation
templates

1. The blank template (closely modelled from WorkSafe’s) is available from
http://www.methodist.org.nz/caring_for_our_people/incident_reporting

A major incident (ensure it can’t happen again)
A repeat incident (we didn’t learn the first time?)
An issue that was fixed already (fix failure)
An unknown cause (find the root cause and fix it)
A ‘notifiable’ event (WorkSafe should ask for this information as well)

2. The WorkSafe template can be used as an alternate template
https://worksafe.govt.nz/dmsdocument/1981-accident-investigation
Immediately phone Trudy on 027 457 4196 if you haven’t already.
Take photos

Copy investigation
form to

Attach photos to the investigation form, of:
a. the tools being used,
b. the surrounding surfaces (ground, building, walls, gardens, general layout)
c. the weather



Your administrative group, and
healthandsafety@methodist.org.nz
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Register the incidents
Log all incidents
into a register

The incident report targets the time of the incident.
The incident register has more emphasis on what happened afterwards, and
capturing further information to create a permanent fix.
This includes follow up actions to ensure that the agreed actions have taken place

Incident Register
template

The blank template is available from
http://www.methodist.org.nz/caring_for_our_people/incident_reporting
The register should be tabled for discussion at every meeting of the adminstrative
group.

Follow up the fixes

Example register







Brainstorm all possible fixes/corrective actions to pick the best option
Assign responsibility
Assign a due date
Check that the fix is done
Check that the fix has worked

An example of an accident register is attached.
Key analysis points have been highlighted to show how the register can be used.
 The more issues around an ongoing type of incident, the more attention
needs to be paid to the corrective actions
 Over time, you should see one style of incident stopping, as the corrective
actions start working, and you are likely to see another type of incident
become prevalent.
 Little issues are just as important to record, track and fix, as bigger issues.
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Administrative groups - Conversation points
Conversations and planning, not paperwork

Discuss each new
incident




In-between meetings if a fix is urgent, or the incident is major
At each regular meeting, such as:
o Has it been fixed
o Was it avoidable
o What could be done better

Discuss incident
register



At each regular meeting, such as
o What still needs fixing?
o Are all the fixes still working, do some need additional attention?
Every 6 months or so
o What trends are we seeing over time?
o Are they fixed, or is additional attention required?



Communicate with
staff/parishioners
etc






Warn people of the on-going, unfixed issues
Explain any changes have been/are being made
Raise awareness!
Let people know their incident reporting is being actioned

Privacy Considerations
Medical Fitness




Are people medically fit to undertake the tasks being asked of them?
Ask them – have the conversation!

Medical Conditions






Do they have a medical condition you need to know about?
How should we respond if they have a medical event?
How do we manage to get them to safety if they have a medical event on a
ladder, roof or tight space?
Ask them – have the conversation!

Who needs to know





Cooks and caterers need to know if there are food allergies.
Ladder holders/task-work buddies need to know about medical conditions
Have the conversations and raise awareness!

Consider when
sharing information



Be mindful of the privacy and dignity of the people involved, particularly if
it relates to personal health issues
Avoid naming names when sharing the lessons learned
Always ask permission first!
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Example of Accident Register Analysis
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