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1.0 Introduction

Incident investigation is a critical element of safety and loss prevention.  

An incident investigation is a methodical effort to collect and interpret facts put together in the course of investigation of incidents.

The purpose of investigating incidents is to prevent recurrence by identifying and correcting the circumstances that allow the incidents to occur. 

The investigation of incidents is based on the conviction that losses can be prevented if the root causes of incidents are corrected;

2.0 Scope

This Procedure is designed to ensure that all incidents involving Company and Contractor personnel and property are properly investigated and documented and the recommendations are brought forward to a person in charge and getting such recommendations fulfilled shall be tracked until completed. Investigations are to be conducted in accordance with this Procedure, Labor Code of the Republic of Kazakhstan, Rules of Investigation and Registration of Accidents and Other Health Injury Occurrences Resulting from Labor Activities as approved by RK Government Resolution and other statutory acts.

3.0 Definitions

3.1. Incident: Incidents are defined as unplanned events with possible undesirable consequences. An undesired event that has caused, or could have caused fatalities, injuries, illness, damage to assets, damage to the environment or loss of production.

3.2. Fatality - death resulting from an injury whether at work or during a business trip in any other location where an employee has had to be by virtue of his/her labor or other obligations upon Company’s instruction, within working hours, if its operations are associated with demobilizations from one maintenance facility to another whether on Company or privately owned vehicle, subject to Company’s due consent to use such vehicles for business purposes, and/or occupational illness, regardless of the amount of time between the injury and death.

The above is not an exhaustive list and in each specific case the Commission has to determine through investigations whether or not it is an on-the-job accident. 
3.3. First Aid Case (FAC) — any one-time medical treatment and/or follow-up visit for observation of minor injuries, including scratches, cuts, burns, splinters, etc., that ordinarily does not require medical care. Such treatment and the follow-up visit are considered first aid even when provided by a physician or registered professional. First Aid Cases are not sufficiently serious to be reported as medical treatment but never the less require minor first aid treatment, e.g. dressing on a minor cut, removal of a splinter from a finger. First aid cases are not recordable incidents.

3.4. Occupational Illness — any chronic or acute disease caused by exposure of employee(s) to operational factors associated with performance of his/her labor (employment) obligations. 

3.5. Root Cause: The basic cause or causes of any incident to occur that can reasonably be identified.

3.6. Root Cause Analysis: A systematic method of processing the information obtained following occurrence of an incident about the events and conditions that may have contributed to the incident, and improvement of the remedial actions.

3.7. Company means “KaraTau Consulting” LLP.

4.0 Purposes of Investigation

4.1. Root Cause Analysis - Determine the general root cause of an incident rather than immediately available causes so that effective changes to management systems can be implemented.

4.2. Prevent similar accidents - Investigations can identify what actions will prevent similar incidents from occurring in the future.

4.3. Find facts, not fault - Focus efforts on identifying facts rather than finding faults or individuals to blame.

4.4. Detect Incident Trends - Gather data on recurring incidents that may reveal common causes that are dismissed as insignificant when taken alone. Identify existing or emerging trends.

4.5. Document Facts - Record the incidents and the findings of an investigation.

4.6. Provide information on costs – Assessment of the degree of damage and the value of losses.

4.7. Legal and/or Litigation Requirements - Fulfill legal requirements and/or get prepared to be involved in litigation.

5.0 Incidents to Investigate

The following events shall be reported and investigated: 

· all incidents resulting in fatalities and lost time injuries;

· all incidents resulting in occupational illnesses;

· all incidents resulting in first aid injuries;

· all fires and explosions;

· all motor vehicle accidents (MVA) and other incidents that result in material or equipment damage;

· all environmental incidents that result in a release to the environment of any substance that exceeds the Republic of Kazakhstan Maximum Permissible Concentration;

· well blowouts and other significant drilling events;

· all near-miss incidents where there is a potential for Incident;

· medical evacuation cases;

· security incidents, including theft of company assets;

· any other incident that Company management considers impacting the business.

If this is the case, it should be specifically kept in mind that:

(i) in case of any occupational or acute occupational illness (intoxication) the investigation team is to involve representatives from State Sanitary Epidemiological Service or Occupational Pathology Center;

(ii) a representative from insurance company that maintains respective contractual relations with the Company or exposed people may become a part of the Commission and contribute to its efforts;

(iii) any incidents resulting from traffic accidents are to be investigated based on investigation findings of traffic regulation authorities.     

Notification of Incidents

The notification of incidents is covered in the “KaraTau Consulting” LLP Incident Reporting Procedure and includes the following notification requirements:

· Notice to the Republic of Kazakhstan authorized authorities, departments and agencies; 

· Compilation of weekly and monthly reports;

· Periodic trend identification.

The extent of the investigation depends on the severity potential of the incident and the likelihood of reoccurrence. 

Company is to keep the authorized governmental authorities timely informed of any on-the-job incidents as per the format prescribed by Minister of Labor and Social Protection of Population of the Republic of Kazakhstan.    

6.0 Time for Investigation
All investigations should be started within 24 hours of occurrence of the incident.  

7.0 Distribution of Roles and Responsibilities

7.1 Supervisors

Upon occurrence of any incident, Supervisors must: 

7.1.1 Immediately report the incident to senior management and take required actions to eliminate potential hazard. 

7.1.2 Restrict access to the incident area until incident investigation is conducted.

7.1.3 Assist in the incident investigation of all incidents that occur in their area of responsibility.

7.1.4 Interview individuals (except those requiring immediate medical treatment) who were involved in or witnessed the incident.  Make written notes of interview results, and confirm that they accurately reflect the evidences of the interviewee.

7.1.5 Note in the records the state of work process, plant processes, weather, time, and any other factor which may affect chronology and which may change.

7.1.6 Retain all applicable documents or copies, including but not limited to: work permits, charts, control system print-outs, work sheets, written procedures, records of conducted safety instructions, tests and training, maintenance records, contracts, and construction notes.

7.1.7 Photograph, videotape, and/or sketch damaged equipment or the scene of an incident, particularly if the site can not be preserved for further reviews.

7.1.8 When the relevant information has been gathered, determine the root causes and discuss with the Senior Field Superintendent.

7.1.9 Refer to “KaraTau Consulting” LLP incident report forms.

7.1.10 Ensure that the corrective action is defined, documented, approved, implemented, and recommended action completed.

7.1.11 Review the incident investigation report with all personnel by supervisors within the affected area as soon as possible after its approval.


7.2      Senior Field Superintendent

7.2.1 The Field Superintendent shall visit the scene of all high potential incidents and actively support those participating in the investigation as soon as practical. If the incident involves a Lost Time incident the Field Superintendent will visit the site within one working day of the incident.

7.2.2  The Field Superintendent shall consider the recommendations arising from incident reports and analyses and support improvements in HSE performance.

7.2.3  Accepts report and forwards report in the Incident Investigation and Corrective Action Items for management review and tracking of corrective actions.

7.3     Project Manager

7.3.1 Reviews final documentation, takes into account all recommendations arising from the report and publishes Safety Alerts to all departments.

7.3.2 Enters accident statistic in record keeping system and keeps the final documentation.

7.3.3 Maintains incident action tracking system, including tracking the status of all recommendations based on input from assigned owners.

7.3.4     Serves as technical advisor to the investigation process.

7.3.5     Responsible to keep this Procedure up to date.

7.4 Contract Personnel Responsibilities

The “KaraTau Consulting” LLP is a host organization that the contractor is reporting to or where the incident occurs “KaraTau Consulting” LLP can request that a formal incident investigation be conducted jointly.

8.0 Investigation Procedure

8.1. Commission Investigation

8.1.1. Commissions are to be established within 24 hours following occurrence of an incident. The investigation must be completed within the timeframe as provided for in the legislation of the Republic of Kazakhstan. 
8.2. Special Investigations

8.2.1. Following events are subject to Special Investigation:

· Accidents causing serious injuries or fatalities; 

· Group accidents involving two or more employees regardless of degree of injury of affected employees;

· Group accidents resulting in acute occupational diseases (intoxication).

8.2.2. The special investigation is conducted depending on severity and implications of incident within ten days by a commission to be set up by the territorial authorized governmental agency in charge for labor matters, composed of: 

· Chairman - State Labor Safety Inspector;

· members - representatives from the company, representative from employees’ authorized organization (trade union) or attorney of affected employees. 

8.2.3. Group accidents resulting in two fatalities are investigated by a commission headed by Chief Labor Safety Inspector of oblast, Almaty city. 

If accidents occur at hazardous industrial facilities, the commission will also include a state emergency response inspector.

If accidents are man-caused, a state emergency response inspector is to be appointed as Chairman of special investigation commission. In this case, a state labor safety inspector becomes a member of the Commission.

8.2.4. Accidents resulting in three to five fatalities are investigated by a commission assigned by the authorized agency in charge for labor matters in the Republic of Kazakhstan.

8.2.5. Accidents resulting in more than five fatalities are investigated by a commission assigned by the Republic of Kazakhstan Government.

8.2.6. Accidents are not to be documented as on-the-job or other work-related injuries if it is reasonably identified through investigation that such accidents occurred: 

1) in the course of work or other actions performed or taken by own initiative of affected employee(s) beyond the scope of their functional duties and not connected with the employer’s interests, including between rotations and at lunch breaks in shift work, and also under influence of alcohol, toxic agents and drugs (their analogues);

2) 
as a result of deliberate (willful) harm-doing to own health or committing any criminal offence by affected employee(s); 

3) 
due to sudden deterioration of health of affected employee(s) as supported by medical statement, not due to influence of hazardous and (or) harmful operational factors. 

9.0 Incident Investigation Commission

9.1. Commission Selection

9.1.1. Commissions will have at least three members and not exceed five members except under special circumstances determined by Management.

9.1.2. The commission should include the following Company employees:

(   At least one employee who has first hands knowledge of the incident and/or experience with the affected area

(   Project Manager
(   Representative from technical department
(   Contractor representative if contracting party and contractor employee were involved in the incident.

10.0 Initial Incident Investigation Reports 

Information that is formally recorded in the report of an incident will document the names and job titles of individuals, the investigation process used, and recommended remedial measures, which will be communicated to the individuals involved.

Note: Initial Incident Investigation report shall be submitted to superintendent within 3 days since the beginning of investigation. 

Any relations incidental to on-the-job incident and/or health injury investigations which are not covered by this Procedure must be governed by Labor Code of the Republic of Kazakhstan, Rules of Investigation and Registration of Accidents and Other Health Injury Occurrences Resulting from Labor Activities as approved by RK Government Resolution and other statutory acts.

APPENDIX 1 

INCIDENT INVESTIGATION REPORT FORM

	SECTION 1 – GENERAL INFORMATION - to be completed for all incidents

	LOCATION:  
	WORKSITE:


	COMPANY:



	INCIDENT NUMBER:
	DATE:
	TIME:

	BROAD ACCIDENT/INCIDENT TYPE - Please tick the appropriate box (
(    Personal Injury ------------Fill In Sections 1, 2, 5, 6 & 7            (    Asset Damage ----Fill In Sections 1, 4, 5, 6 & 7 

(    Environmental Damage  -  Fill In Sections 1, 3, 5, 6 & 7            (    Near Miss----------Fill In Sections 1, 5, 6 & 7



	DESCRIPTION OF INCIDENT:

Before Incident:

During Incident:




	SECTION 2 – CATEGORY OF INJURY – Please tick appropriate box (

	( Fatality       ( Lost Time Injury       (  Medical Treatment Case      

 ( Occupational Illness

	DETAILS OF INJURED PERSON – Please Complete A Separate Form For Each Casualty

	Name:
	Company Name & Address:


	Experience, yrs:



	
	
	No. Lost Work Days:

	Injured Body Part:    ( Eye          ( Head          ( Arm          ( Leg          ( Back          ( Chest          ( Shoulder

                                 ( Face         ( Neck           ( Hand        ( Foot         ( Other (Specify)……….........................….

	TYPE OF INJURY – Please tick appropriate box

( Amputation               ( Burn/Scald             ( Cut/Abrasion               ( Internal Injury               ( Skin Disease 

( Break/Fracture
          ( Concussion           ( Electric Shock             ( Puncture Wound           ( Sprain/Strain

( Bruise
          ( Crush                    ( Foreign Body              ( Respiratory                   

 (Other………………….

	

	SECTION 3 – RELEASES TO THE ENVIRONMENT

	Type of release:  ( Oil     ( Prod. Water    ( Gas     ( Chemical/Other (specify) ….…………………………

	Released to:   ( Air     ( Ground     ( Fresh Water
	Quantity Released, m3:
	Duration of Release:

	SECTION 4 – ASSET & VEHICLE DAMAGE 

	Description:


	approx repair cost ($):



	SECTION 5 – CAUSES OF INCIDENT - Please tick appropriate box (

	IMMEDIATE CAUSE OF INCIDENT– SUBSTANDARD PRACTICES 

( Operating without authority     ( Defeating/removing safety device   ( Improper loading / positioning    ( Horseplay

( Failure to notify/make safe      ( Using defective equipment           ( Improper lifting                           ( Alcohol/drugs

( Servicing equipment in use     ( Using equipment improperly           ( Improper position for task

( Working at improper speed     ( Failure to use PPE/RPE properly   

 ( Other (specify):____________________________

	IMMEDIATE CAUSES – SUBSTANDARD CONDITIONS

( Inadequate guards or barriers     ( Substandard housekeeping    ( Fire / explosion hazards       ( Excessive noise

( Inadequate warning system        ( Poor access                       ( Gases, dust, fumes              ( Inadequate ventilation 

( Defective tools, equipment          ( Inadequate illumination           ( High / low temperature         ( Radiation      

( Inadequate PPE/RPE                  ( Chemical exposure                

( Other (specify):

	BASIC/ROOT CAUSE CATEGORIES

( Management System      ( Work Direction                  ( Training                ( Equipment Difficulty 

( Procedures                      ( Communications               ( Quality Control     ( Human Engineering   

       ( Other ………………….

	SECTION 6 – CORRECTIVE ACTION - Please describe the actions taken or proposed

	CORRECTIVE ACTION TASK
	PERSON

RESPONSIBLE
	TARGET

DATE
	COMPLETION

DATE

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	SECTION 7 – SIGNATURES & DATE:

	Supervisor:


	Project  Manager:
	Department  Manager:




APPENDIX 2 

INVESTIGATION COMMISSION CHECKLIST

Commission Requirements

    Commission Chairman trained & experienced as required 

    commission members trained or briefed

    investigation plan/agenda


    keep log of evidence – photographs, parts, etc.

    meeting room, materials & supplies

    agree missing information & priorities 

Collection of Evidence

The commission should gather enough information to construct an event chart of the sequence of events and to determine the causal factors. Examples of evidence that may be required:

Position evidence:

    photographs                   video                                     sketches of the scene

    housekeeping                 working conditions                controls/labels

People evidence:

    interview schedule           witness statements               translations

    guidance - interview one by one; suitable location; put at ease; do not pre-judge cause;

    get witness version; use visual aids; ask how to prevent; record critical information

    questions - training, procedures, supervision, job preparation, communications, work conditions

Paper evidence: 

    incident notification

 incident report form 

    contractor notification
 contractor incident report

    work permit


 lock out tags


 documented PPE   

    driving license                       vehicle license

 crane certificate

    production records           
 instrument records

 computer print outs

    turnover records               
 log books


 operating procedures

    start-up procedures          
 shutdown procedures
   
 emergency procedures

    maintenance proc’s          
 maintenance records

 QC/test records

    orientation record
              training records

 refresher training

    job safety analysis            
 safety briefing

 toolbox talk

    weather records

Parts evidence: 

    critical parts identified       critical parts secured              PPE/safety equipment

    analysis – visual, dimensional measurements, chemical, mechanical tests 

Events & causal factors chart

    show loss event – reason for investigation - in a circle

    draw an events chart showing the events leading to the incident, left to right

    draw one action in each event box; ask what happened next? use job titles – not names

    add the conditions that contributed to each event by asking ‘why?’ – missing     

   safeguards?

    link conditions to events on the chart

    select causal factor(s) – this is the condition that if corrected would be most likely to    

   prevent a similar incident.

Root cause

    analyze each causal factor to determine the basic/root causes 

    consider generic root causes – if one item (e.g. procedure) substandard are many substandard? 

Corrective actions

    agree a corrective action for each root cause – it must be likely to prevent repeat incident

     list causal factors, root causes and corrective actions 

Investigation report 

    Commission Chairman to write an investigation report 

    Russian translations of report
APPENDIX 3

GUIDANCE ON COMMISSION INVESTIGATION REPORTS

Executive Summary

· The location of the incident;

· The name, age and employer of any fatally injured persons;

· The nature of significant asset or environmental damage;

· The activities leading to the incident;

· The root causes of the incident;

· The main recommendations to prevent the recurrence of the incident;

· An events & causal factors chart.  

1. Introduction

· Details of the injured persons, asset or environmental damage;

· Background information relevant to the investigation;  

· Weather conditions if relevant;

2. Description  


· A chronological description of the factual events leading to the incident, or  an events and causal factors chart;

· All the contributing factors to the events;

· Comments on the witness evidence;

· Review of the paper evidence;

· Review of parts or sample evidence; 

· A list of the causal factors with justification for selection & elimination;

· Analysis of the root causes.

4.  Conclusions

· A matrix of causal factors , root causes & corrective actions;

5.  Recommendations

· A list of corrective actions 

6.  Appendices

· Witness statements.

· Drawings & sketches.

· Photographs. 

· Paper evidence e.g. procedures, permit to work, training records, maintenance records, equipment certificates, instrumentation data, previous incident reports, records of experience/certification, etc.
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