The Methodist Church of New Zealand
Te Hahi Weteriana o Aotearoa

Caring for Our People Manaakitia a Tatou Tangata

Ma tatou nga aitua e purongorongo.
We will account for mishaps and incidents.

Guidelines to report, investigate and register incidents

Table of Contents

L@ YT T TP
Y C T L R G L SR =7 o Y S SRS
INVESTIGALE INCIAENTS ..ottt ettt e st e s te et e besre e st e beessensesteesaensestees sevas
R CETo LT A= o A o= T g Lo Ko L= o
Administrative groups - CONVErsation POINTS......cccoeverieirinereeeeeeee et
PrivacCy CONSIAEIALIONS ......couiiiitirieieteeeest ettt sttt a et b e sttt e st ebe s b st e b et eneeseeee

Example of Accident ReQISTEr ANAIYSIS ...ccicveieiiiicece ettt et

Scope —who should  Everybody. The process is adaptable for all sizes of chuch parishes/organisations.

follow these

guidelines? Feel free to alter the templates to suit how you/your place works, or contact
healthandsafety(@methodist.org.nz if alternate templates are required.

Why is an incident e Reporting issues raises awareness.
reporting process e “What gets measured gets done”.
best practice? e 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.

Terminology 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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See it, fix it, report it

Care for Our People When you see or are in an actual incident or a potential incident:

first 1. Stop!
2. Check the person/s are OK.

3. Follow the relevant steps from your Emergency Response Plan.

Incident Definition Near Miss Minor Major

e Nothing happened, |e More than a sticking |e Major first aid, or
but it might have, or plaster required, or  |e Doctor required, or

e sticking plaster or e Minor first aid e Ambulance called or
less to tend to the required e Hospital visit, or
person, or e Work stopped on site, or

e asbestos found but e Contamination detected
work stopped in time such as asbestos

Secure the scene 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 |3.
(make sure others stay safe)

Phone Trudy on 027 457 4196,
WorkSafe notification may be needed

4. Fix it if no further investigation
needed
Incident Report The blank template is available from
template 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:
e  Your administrative group

e 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  Left unchecked, seemingly minor incidents can have serious consequences.

and near misses too!

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 WorkSafe must be notified of the following events:

incidents to
WorkSafe 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:
e Phone Call 0800 030 040 (24/7) then dial (2)
e Email healthsafety.notifications@worksafe.govt.nz (form... TBA)

Please phone Trudy on 027 457 4196 and she will assist.

Conditions of when  There is a large range of conditions surrounding when to contact WorkSafe.

to report to

WorkSafe https://worksafe.govt.nz/notifications/notifiable-event/what-is-a-notifiable-
event/#lf-doc-39637

Phone Trudy on 027 457 4196 and she will assist.

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

Investigate incidents

Investigate when e A major incident (ensure it can’t happen again)
there is... e A repeat incident (we didn’t learn the first time?)
e Anissue that was fixed already (fix failure)
e An unknown cause (find the root cause and fix it)
e A ‘notifiable’ event (WorkSafe should ask for this information as well)
Investigation 1. The blank template (closely modelled from WorkSafe’s) is available from
templates http://www.methodist.org.nz/caring_for_our_people/incident reporting
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 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

Copy investigation ¢  Your administrative group, and
form to e healthandsafety@methodist.org.nz
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Register the incidents

Log all incidents The incident report targets the time of the incident.

into a register
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 The blank template is available from
template 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 e Brainstorm all possible fixes/corrective actions to pick the best option
e  Assign responsibility
e Assign a due date
e Check that the fix is done
e Check that the fix has worked

Example register An example of an accident register is attached.

Key analysis points have been highlighted to show how the register can be used.
e The more issues around an ongoing type of incident, the more attention
needs to be paid to the corrective actions
e 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.
e 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

Discuss incident
register

Communicate with
staff/parishioners
etc

In-between meetings if a fix is urgent, or the incident is major
At each regular meeting, such as:

0 Has it been fixed

0 Was it avoidable

0 What could be done better

At each regular meeting, such as

0 What still needs fixing?

0 Are all the fixes still working, do some need additional attention?
Every 6 months or so

0 What trends are we seeing over time?

0 Are they fixed, or is additional attention required?

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

Medical Conditions

Who needs to know

Consider when
sharing information

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

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!

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!

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

Full Date and Nature of incident Cause of incident Person’s | Employme : Treatmen: Partfpart nature of harm name Comective actions:
location | Time of 5 Full nt! t given s harmed and
details of | incident % details | Wolunteer e position
incident p= Status of person
Fam, Fioar, ; B e e ) e NEEHan Bitran iGarreckion Garrection SianeduiFby | Sian abf Dok
shap, building, h ERRLNr rhated nthe ruire N a0 Forpanrible {Due date canfirmed
rhreokand £ > \
numborruburk | Rotemplarment ::J:::::nqzir:“.f - P )
§ - required e g
Bedroomd.; 270513 i Partiallath & plaster ceiling  iLastbitof sripping ceiling (Mo i Mike Apprentice, | Shower Mil Séj.a Site declared hard hat site, rooms with any saggy 2TI05M3: 250513; Sara 2810513
Address1 collapse of painted paper, 3.3m geilings immediately clozed off and investigated far
stud, . Tm . Tm section fell further patential iszues, signs posted, sveryone warned
on Mike from no more than hazardregister updated, Mike monitored incase hew
1m height being & hera, repair strategy changed ta replace c:tai‘i/ag
ot fis -
Addrez=1 ; 0HOTAS iHouse alarmwent off (Roisy] unused remate inbottomofiMa i Cary Craftzman, 4 ; Cup of taa, | Mil Moise if staying i raom Cary Cutt wires, got awnet in, who gottechnicianin o Cary, 04073 0H0TISE: Sara 04073
keyjar got pushed. Mo one hours @ wk | outside, /I:,-\ Site
krnew the code [morming tea | away from foreman
time! | alarm
Kitehen, 1808113 ; Finger caught nail tip on nail sticking out, Mo Eill Apprentice, (MNIA Tip oflittle : Ouch o finger, sops ta Eill Charge forms so date and time ca Sara 01213 Yes Sara o7z
Addreszs 2 ‘wWeek ikitchenbeading when finger memory - all surfaces should recorded
Erding §sanding be checked prior to wark
181513 starting
Bedroom 2,; 2510613 : Stabbed wristwith scraper Coardination Mo EBill Apprentice, Plaster Skinan Ouch Eill Mone 2510813
Addrezz 2 ‘wheek wrist
Erding
Bedroom 3.i 171113 i Stabbed with Floor Staple Sanding skiing boards,  iMNe Bl Apprentice, MG Tip aflittle ; Ouch to finger, cops ta Eill Change forms again ta try and capture minor incidents  (Sara 010114 2001M13; Sara 20113
Addresz=3 Weak owner had removed carpet finger memoary - all surfaces should like this more accurately —
Erding and not cleared all staples be checked prior to wark -
starting | "
Roof. 26113 Micked fromiron Removed gloves Far Mo iMike Apprentice, (MG Finger COuch ta finger, rememberta ;| Mike Conversation within the team for people to remind each Y 26113
Addresz=d it them put PPE back an after smaoke other to wear the PPE az supplied -~
Address1 | 0BM2M3 iHear palpitations T Heat OICAL iMa  iMark Contractar i Liedown. {'wellbeing?; Unknown, Uninformed Cory Change forms - request medical knowledge. 2011213 Sara 200213
Stroke? At top of Sm CONDITIONS feetup, DO NOT USE the contractor again. They I(r!é/
zaffolding no less! ool down this could happen, it had happened beforeh, .
AddressS | 210114 Bubu Glass splinter from carpet (Mo Bl Apprentice, (Mada finger Cuch Bill Mone, nat our glass, can't be erpected to vacuum all of 2 Sara Zrio
hawise prior ta wark. we couldn’t think of how ta sheck for
this stuff
Addressd | 240014 | Seraping mortar off bricks Ouch Mo iEil Apprentice, {Mada Hand Cuch Bill ‘wear the leather gloves provided! Eiill 2410114 2410114 Sara ZR0id
and stabbed with Ginl -,
AddressE | 310314 {Donged head Fnockedhead onceiling (Mo Bill Apprentice, (Mada Head. Ouch “Biill Dizcussions were had regarding: a) see the hazard fisit, :Bill FWOEM4: 30314 Sara 00314
hatch whichwas left down digniity il EMM, Bl tell wour warkmates zo they dan’t walk inta it!!
far the paint to dry
Address6 | 3105314 :Donged head, blood Knockedhead on ceiling (Mo (Cow Master Sticking Head, Blood ',/' e~ Cory Bad enough one person doesit, let alone twol And bad i Cory 30314 310314 Sara FH0ENd
hatch whichw as left down Craftzman | plaster, dignity - c'/ to let wour workmate walk intait! Area cordoned off.
far the paint to dry time ouk
AddressT | 1310514 hithead going through hatchina  (No  (Cory Master Sumpathy  iHead. Cary Slow dawnfloock where you are going! survey the space i Cory 1300514 060614 Sara OG/06!
laurdry, small acoess Craftzman digrity mare
holetcrawled into arafter
Address5 | 10/06M14  Curfinger Cleaning trowelinbucket (Mo Gill Journeyman { Sumpathy  SFRQer ouch Eill Clean trowels where there is sufficient room to work Eill 00061 10614 Sara 0106
Craftsman \
SH1 2416114 Driver cutme off whenlwas |2 sbovsinlicle red car Mo iSara Director Time out  ; Temperam ; Huge irritation Sara Stepback. don't get involved, breath, wouw are not Sara 2510614 25/06M14; Sara 25I06M4
2pm legally and safely passing winding each other up ent allowed to wipe them off the road
Addrez=9 | 091214 ;Donged headan zhart Fargat! Mo iCary Eald Master ; Sticking Head, Ouch Sara Mat enaugh roof space for ahard hat. He was well aware i Cary 03121d: 171214 Sara 1zhd
doorw ay anthe 5Tth time Craftsman | plaster, dignity that doorw ay w as there. If he had hair he wouldn't need a
through it time ot plaster. He won't ever wear a beanie for protection.
Address10 ; 2010315 iknocked head on comerof  {Paositioning E'WF by slopingi Mo Bil Journeyman ; Controlled  iHead. COuch Eill ‘w'ear the hard hat and strap that are provided and written Bill ‘wile 25I03M15; Sara 25810315
zoffit soffits Craftsman_ :breathing :dignity inta the TA, 221315
Addrez=10 ) 2510315 knocked head on eve [again)i Maobile scaffold by sloping (Ma (Bl Jourmeyman ; Contralled Head, Ouch Eill Sigh. Do what you said and signedup to do o the T4, (Bl wie233: 01W041S; Sara miodHs
aves Craftzman  ibreathing i dignity Highlight in future TA's and remind abaout this incident. =
Addrez=11 ; 26/0415 :knocked head on eve [again] i Maobile scaffold by sloping (Mo (Bl Journeuman ; Controlled :Head. Sare ears from getting spoken | Sara Warious discussions being held as towhy Bill won't wear (Bl 27i0aM5 Mot signed off
eves Craftsman_ :breathing _: dignity to again FPPE stays yellow
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