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After a Major Incident the following procedure has been developed by Namlog to provide guidance for the reporting of the incident. 

1. Purpose: 

The reporting of incidents is necessary for both legal compliance and the implementation of corrective and preventive measures. Identifying the root cause of an incident is not an exercise in blame, but rather a mechanism to prevent a repeat of the same or similar incident.

2. Scope:

Incident reporting and the subsequent investigations apply to personnel injuries (IOD), vehicle accidents, and damage to product or property.

3. References:
Occupational Health and Safety Act and Regulations (85 of 1993) – South Africa Labour Act Number 11 of 2007 in conjunction with Regulation 156 – Namibia


4. Responsibilities:
Initial reporting of an incident should be done by the employee involved to the immediate supervisor within the shift the incident occurred. In the case of an injury, the immediate supervisor must report the injury and relevant details to the Namlog HR Manager, and simultaneously to the Managing Director.


5. Definitions:
Injury on duty: - an employee is injured in the line of duty, while at work, either at the premises of Namlog (Pty) Ltd or on the site of a Namlog (Pty) Ltd client, or en-route to or from a client of Namlog (Pty) Ltd during normal working hours or during authorised overtime working hours. Injuries sustained outside of the workplace are not considered even if these occur during normal business hours.


 







6. Procedure:
As soon as reasonably possible following the occurrence of an incident, the employee involved must report the full details to their supervisor. The supervisor should complete the incident form (see 8.0 Attachments) in conjunction with the employee, ensuring that as much detail as possible is captured. Relevant photographs should also be included. The completion of the incident form SHOULD NOT delay the reporting of the incident to the Namlog HR manager and Managing Director.

Subsequent investigations should include root cause analysis and can include the following parties:
· Employee involved
· Investigator appointed by the employer – this is usually a manager
· Health and Safety representative for the area, if applicable
· Representative of the client site

Where an incident or injury is required to be reported to the authorities, the following items will be required:
· Employers report of an accident
· Accident Questionnaire (vehicle accident)
· Sworn/Confirmed statement by employee or
· Affidavit by employee (vehicle accident/assault)

If the employee requires medical attention the following forms need to be given to the employee to take to the hospital/doctor along with the Employers report of an accident:
· First medical report
· Final/Progress report
· Certified copy of identification document

For other incidents, there may be additional and specific forms or documents required. The Namlog HR manager, or other appointed person, will advise of these upon receipt of the incident report form.
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