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Foreword

Accident investigation is a cornerstone of the Bureau of Land Management’s Risk Management process.  If the worst happens and we suffer an accident or fatality we need to learn everything we can so that we can prevent similar accidents or incidents in the future.  
Supervisors should use this guide to ensure that they are ready to respond to a Serious Accident that requires a national level investigation and use this as a guide to help their State or local headquarters investigate accidents that do not meet the requirements of a Serious Accident investigation. 

The preparations you make in advance will determine how well you can react in an emergency. 
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1.  Introduction
Professional accident investigations play a critical role in accident prevention.  Once an accident occurs and emergency services have left the scene, our primary responsibility is to investigate the circumstance of the accident, determine the causal factors, and eliminate them.  As a supervisor you play a vital role in the accident investigation process.  This pamphlet is designed to assist you in your initial response to an accident, to make you aware of the reporting requirements, and understanding your role in the investigation.  This pamphlet is laid out in such a way to help you through each step you may have to take should an accident occur.  In a serious accident, your primary role in the investigation is to ensure the safety and well-being of employees or witnesses involved in the accident and to preserve the scene and any other evidence for the Serious Accident Investigation Team (SAIT). 

The pre-accident plan defines the primary actions that you need to take in case of an accident and the notifications that must be made.  Leadership, other supervisors, and employees should be familiar with this plan and be able to follow the step-by-step procedures to provide an effective response to an accident.  As a supervisor, it is your responsibility to complete the contact information section of this pamphlet and keep it updated.  The effectiveness of your pre-accident plan is directly related to the amount and quality of time you spend completing, understanding, and updating the information in this pamphlet.

2.  Determining the Level of Investigation
You will investigate all accidents and incidents that occur within your area of responsibility except Serious Accidents.  A Serious Accident is defined as:

· one that results in one or more deaths, 
· a single accident that results in three or more employees being hospitalized overnight (for more than observation), or 
· property damage in excess of $250,000.  
All Serious Accidents as described above will be investigated by a trained Serious Accident Investigation Team dispatched at the National level. 
3. Primary Actions After an Accident
The primary actions will take place at the scene of the accident and consist of the following:

·  Contact the appropriate emergency services immediately.  Initiate life-saving actions and coordinate with appropriate authorities for the evacuation of inured or deceased employees.  Note where injured or deceased employees are taken.

· Take control of the site to help ensure the safety of all employees.  This may require neutralizing equipment, stopping fuel leaks, coordinating evacuations, etc. 

· Notify your Chain of Command using your pre-accident plan.  Note the times of notifications.

· Get names, addresses, and phone numbers for all witnesses.  If there will be a Serious Accident investigation, ensure that the information is passed on to the team or the local person gathering information for the team.  Section 6 of this pamphlet is a sample format for a witness statement.

· To the maximum extent possible, ensure that the accident scene remains undisturbed (this may require assistance by Bureau or local law enforcement) and prepare for the SAIT to begin the investigation.  Section 7 of this pamphlet contains what to do to prepare for a SAIT.  Contact your Safety Manager for assistance. 

First Response

· Actions: Provide immediate first aid and call for help:

· Other workers

· Emergency services/response 

· Secure the scene:

· Protect against other hazards, electricity, hazardous materials, bloodborne pathogens

· Initiate evacuation if necessary

· Barricade the area and/or lock out energized equipment

· Make notifications: supervisor, safety manager, etc. 

Phone Numbers
List emergency phone numbers here:

· Medical ________________________________
· Fire____________________________________
· Police__________________________________
· HAZMAT________________________________
· Safety__________________________________
· Other:___________________________________
Secondary Actions
Take these steps at the incident scene after victims are taken care of and the site is secured.  This data needs to be quickly and accurately reported to the District/Field Office or State Safety Manager so that the appropriate offices can be briefed.

· Determine the type of incident:

· Fatality

· Injury or illness

· Property damage

· Vehicle Accident

· Near-miss

· Hazardous material release/spill

· Other

· Determine whether the incident involved:

· Employees only

· Non-employees (contractors, public, or other)

· Both employees and non-employees

· All incidents must be investigated.
· All incidents must be input into the 

Safety Management Information System (SMIS).
· Make initial observations:

· Make note of potential witnesses and relevant conditions.

-  Potential witnesses - 

· Eyewitnesses (those who were involved or saw the incident happen)

· Those who saw the event s leading to the incident

· Those who came on the scene right after the incident

· Those who know the person or equipment involved

                      - Where to look for evidence -

· Human 
· Material (equipment, vehicles, tools, facility, etc.)
· Environmental (meteorological)
· Protect evidence:

· Protect evident from being altered or removed.
· Protect or even collect perishable evidence.
· Use plastic sheeting to cover scrape marks on the ground, for example. 

· Stop operations and do not allow anyone on the accident site once the initial response is complete – unless there is a safety or health issue for which care must be taken. 
Make a sketch of the scene and take photographs (this is particularly important if there is perishable evidence, for example, scrape marks on the ground that cannot be preserved).

Run this notification checklist.  Note: This checklist is not for the initial response.

· Notify appropriate people

· Note time of notification on the checklist

· Pass on as much factual information as possible

· Take notes to help you recall events after the incident

4. Accident Notification Checklist
Supervisor


District/Field Manager

Name:______________

Name:______________

Phone:_____________

Phone:_____________

Time:______________

Time:_______________
District/Field 


State Safety Manager

Safety Manger

Name:______________

Name:______________

Phone:_____________

Phone:_____________

Time:______________

Time:_______________
Note: The National Safety Office and Federal OSHA will only be notified in cases of Serious Accidents as defined in Section 2 of this pamphlet.  Do not notify OSHA if only property damage occurs.
BLM Chief of Safety

Federal OSHA*

Name:______________

Name:____________

Phone:______________
Phone: 1-800-321-6742
Time:_______________

Time:_____________
* The first Safety Professional in the chain-of-command must notify Federal OSHA within 8 hours of the accident. The following information must be provided:

· The establishment name;

· The location and zip code of the incident ;

· The time of the incident;

· The number of fatalities or hospitalized employees;

· Your contact person and his or her phone number; and

· A brief description of the incident.

5. Safety Management Information System (SMIS)
Enter initial details into the SMIS database (www.smis.doi.gov) within 6 days of the accident. 

Contact your Safety Manager for assistance if needed. 
6.  Sample Witness Statement Form
Your statement will be used for accident prevention purposes only by the safety investigation team. 

Witness name:_________________________________

Address:______________________________________

Telephone #:__________________________________

Date incident occurred:__________________________

Time of incident:_______________________________

State in your own words what you remember about the incident. Think about what you saw, heard, and/or physically sensed (i.e. felt, smelled, or tasted), and what you did.  Think about the people who were there, what they were doing, the condition of equipment, operations being performed, noises you heard, etc. 

___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Describe what you think happened.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

If you were near the incident scene when it happened, list the names of everyone you saw there.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________
7.  Preparing for a SAIT
In cases of Serious Accidents, as defined in Section 2 of this pamphlet, a Serious Accident Investigation Team will be dispatched at the National level.  

The SAIT will want to get to work immediately after they arrive.

· An in-brief should be scheduled for as soon as they arrive.

· Senior District/Field leadership as well as the branch chief who suffered the loss should be there. 

· All evidence gathered should be handed over at the in-brief.

· The responsible manager should brief the SAIT on the basic circumstances of the accident, people involved, witnesses available, evidence gathered, the hazards of the location in general and the mishap location specifically. 

· Any additional information should be presented to the SAIT at this time. 

· Administrative Support

· The SAIT should have a reasonably secure area where they can conduct administrative work and a separate but adjacent area that can be used as a conference/interview room.  Ideally, this area should not be immediately adjacent to the branch that suffered the loss.  

· Computers with LAN and Internet access for each team member should be available in the workspace if team members did not bring individual laptops.

· A telephone and fax machine with local and long distance capability should be available for the team.  If, due to local procedure or hazard, handheld radios or other specialized equipment are required by the team when in the field, you will be asked to provide these by the Team Leader.
· Provide a local telephone book and an office telephone directory in the team’s workspace. 

· At least two vehicles, appropriate for the area, should be made available to the team. 

· Critical Incident Stress Management

· Arrangements should be made for the Critical Incident Stress Management (CISM) process team to brief the SAIT as soon as the in-brief is complete. 

·  CISM should be made available to the SAIT as needed/requested. 
