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Incident and Near Miss Reporting Requirements 

Investigation and analysis are essential for understanding how an incident occurred so that measures can be 

implemented to prevent similar incidents from occurring. This section describes the process of reporting an incident and 

the gathering of data. It describes how to analyze and investigate incidents to determine direct, indirect, and root 

causes. 

The purpose of incident reporting is to understand why, what, when, where and how to implement change to the 

process, or to put into place controls so the incident does not reoccur. The investigation process gathers evidence to 

establish facts, to determine corrective action items, and to share learnings from the investigations. Incidents can only 

be effectively dealt with when they are reported, documented, and investigated promptly. 

Incident investigations are not completed to point fingers or attach blame, but to prevent reoccurrence. 

All incidents and near misses must be reported to supervisors immediately (verbally), and then by completing the J.D.A. 

Ventures Ltd., within 24 hours. Table 1 shows the reporting agencies that need to be notified of various types of incident 

and, for workplace injuries in all jurisdictions, the timeframe required for notification. 

Refer to JDA Incident Report 

Table 1 Reporting Agencies and Timeframes for Various Types of Incident 

Type of Incident 

 Reporting Agencies and Reporting Timeframes 

 Alberta British Columbia 

Workplace Injury Worker’s Compensation 
Board (WCB) 

72 Hrs Worksafe BC 

Serious Work Place Injury OH&S (Hazardous 
Occurrence Report)  
 
 
WCB 

Notify 24 hours 

Written report 
72 hours 

Written report 
72 hours 

OH&S (hazardous occurrence 
report) 

Worksafe BC RCMP 

Fish and Wildlife (animal) 

Insurance Coordinator 

Vehicle Collision RCMP 
Fish and Wildlife 
Insurance Co-ordinator 

RCMP 
Fish and Wildlife 
Insurance Co-ordinator 

Transportation of Dangerous 
Goods (TDG) occurrence 

RCMP 
TDG (Occurrence Report)  

RCMP 
TDG (Occurrence Report) 

Spill RCMP 

AB Environment 

Area CO-OP 

RCMP 

Provincial Emergency Program 

Ministry of Environment 

Fire RCMP 

Fire Commissioner 

AB Forestry 

PTMAA (tank farm) 

RCMP 

Fire Commissioner 

Fatality RCMP (motor vehicle) 

WH&S (workplace) Physician (occupational 
disease) 

RCMP 

WH&S 
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WCB (All fatalities) 

 

Incident Investigation 
Incidents can occur in the workplace despite all efforts and safeguards. It is with active and timely reporting that J.D.A. 

Ventures Ltd.  aims to achieve zero incidents and zero harm to our people, the public, and the environment. When the 

root cause or causes of an incident are determined, effective controls can be developed. The investigation team shall be 

qualified and competent in conducting investigations. All employees involved in the investigation will have completed 

the appropriate training provided by J.D.A. 

To be successful in preventing recurrences and reducing incidents: 

• employees and contractors must be encouraged to report all incidents when an injury or loss occurs, or where 

there was potential for injury or loss 

• employees and contractors must be trained to recognize potential incidents and hazardous situations 

• all relevant data must be gathered in a timely manner 

• a thorough and objective analysis must occur 

• root causes must be determined 

• remedial action must be implemented to prevent any recurrence 

• results of investigations must be shared within the company following the J.D.A. Ventures Ltd. safety 

communication guidelines. 

Definitions of Terms 

Cause An unsafe act, condition or element that precedes an incident.  

Control A safeguard that is put in place to mitigate risk. 

Damage A loss resulting from an incident. Damage normally requires 
some form of remediation, repair, or money. 

Direct Cause The actual hazardous or unsafe action or condition. 

Disabling Injury An employment injury or occupational disease that:  

a) prevents an employee from reporting for work or from 
effectively performing all the duties connected with the 
employee’s regular work on any day subsequent to the day on 
which the injury or disease occurred, whether or not that 
subsequent day is a working day for that employee 

b) results in the loss by an employee of a body member or 
part thereof, or in the complete loss of the usefulness of a body 
member or part thereof 

c) results in the permanent impairment of a body function of 
an employee. 

High Potential 
Incident (Near 

Miss) 

A potential incident which, were it to have occurred, would 
have led to major loss.  
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Incident An unplanned and undesired event that results in, or had the 
potential to result in, an injury or loss. Incidents are early 
warnings of deficiencies in company management systems. 

Indirect Cause The hazardous or unsafe actions of people that created the 
hazardous or unsafe condition. 

Loss The state of being deprived of or of being without something 
that one has had. Loss can take the form of injury, damage to 
equipment, security losses (e.g., theft, sabotage), and higher 
operating or maintenance costs. Loss also includes negative 
effects on the environment or any other downgrade to 
business efficiency and/or reputation. 

Occupational 
Disease 

A disease or ill health arising from or directly related to an 
occupation. 

Occupational 
Illness 

The result of cumulative effect exposures – usually those 
sustained in small increments over extended periods of time 
that lead to serious illness. 

Occupational 
Injury 

Forms of injury sustained while working. 

Preventability The degree to which the lack of an effectively implemented 
management system was a factor in an incident. 

Probability of 
Occurrence 

The estimated probability that an incident will occur. 

Root Cause The real or underlying cause(s) of an event, as distinguished 
from immediate cause(s) which are usually quite apparent.  

Severity The intensity or degree to which an incident affects those 
involved.  

Warning Something (e.g., a near miss) that gives notice that something 
could occur. A warning should be regarded as a potential 
incident. If a few contributing factors had been slightly different, 
the potential incident could easily have become an actual loss-
producing occurrence – an actual incident. 

Injury Definitions 

First Aid Treatment 
• Using a non-prescription medication at non-prescription strength (For medications available in both prescription 

and non-prescription form, a recommendation by a physician or other licenced health care professional to use a 

non-prescription medication at prescription strength is considered medical treatment for recordkeeping 

purposes.) 

• Cleaning, flushing or soaking wounds on the surface of the skin 

• Using wound coverings such as bandages, Band-Aids™, gauze pads, etc., or using butterfly bandages or Steri-

Strips™ (Other wound closing devices such as sutures, staples, etc., are considered medical treatment.) 

• Using hot or cold therapy 

• Using temporary immobilization devices while transporting an incident victim (e.g., splints, slings, neck collars, 

back boards) 
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• Drilling a fingernail or toenail to relieve pressure, or draining fluid from a blister 

• Using eye patches 

• Removing foreign bodies from the eye using only irrigation or a cotton swab 

• Removing splinters or foreign material from areas other than the eye by irrigation, tweezers, cotton swabs or 

other simple means 

• Using finger guards 

• Using massages (Physical therapy or chiropractic treatment are considered medical treatment for recordkeeping 

purposes.) 

• Drinking fluids for relief of heat stress. 

Medical Aid Treatment 
All diagnostic procedures, such as x-rays and blood tests, including the administration of prescription medications used 

solely for diagnostic purposes (e.g., eye drops to dilate pupils).  

Medical treatment does not include visits to a physician or other licenced health care professional solely for observation 

or counselling. 

Lost Time Incident 
Injuries that result from a workplace incident, and which do not allow an employee to return to work and perform 

assigned or restricted duties. 

Days counted as lost days are those the employee was scheduled to work and was not able to. 

Return to work from any lost time or restricted work period must be accompanied by a doctor’s note. 

Modified or Restricted Work Incident 
Incidents in which an employee’s injury does not allow them to perform routine functions 

Incidents in which the type of work is restricted (or modified) to the duties listed by a physician who has assessed the 

injuries 

Types of Modified Duties 

Modifying an Existing Job 

An employee’s existing job is changed to either reduce or remove those parts of the job which the employee is 

temporarily unable to do because of an illness or injury. An example is removing any heavy lifting or repetitive 

movements. 

Providing Alternatives Duties 

An employee is given duties that are different from their usual employment, including tasks outside the company’s day-

to-day operation. 

Providing Transitional Work 

In this case, an employee performs regular job duties, but less time is spent doing these duties. An employee may only 

work, for example, two hours per day for the first week after an accident, four hours for the next week, and finally full 

hours after three weeks 
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Providing a Training Opportunity 

The injured employee is sent for training, for example to a WHIMIS course, to enhance job skills and improve the value 

of the employee to the company. 

All or Any Combination of the Above 

A modified work placement can involve combining a number of changes to regular employment  

Incident Reporting Forms 

Incident Report Form 

Refer to JDA Incident Report Form 

The Incident Report is a standard form used by all employees to report incidents and spills to their supervisors. 

Employees must complete the form fully, providing as much detail as possible. Table 2 outlines the information required 

when completing the Incident Report, and the person responsible for filling out the different sections of the form. 

Table 2 Information Required in the Incident Report 

Incident Report Purpose Filled Out By 

Preliminary 
Incident Details 

Records vital information pertaining to the 
incident investigation. 

Employee or 
Supervisor 

Type of Incident Classifies the incident for statistical tracking. Employee or 
Supervisor 

Description of 
Incident 

Records information common to any type of 
incident. Documents how the incident occurred 
(who, what, when, where, why and how). 
Includes all relevant information immediately 
before, during, and after the incident. 

Employee or 
Supervisor  

Incident Analysis Documents causal analysis (Use the analysis 
options on the reverse side of the incident report 
form). 

Manager or 
HSE Personnel 

Corrective Action  Identifies actions that should be taken to 
eliminate or minimize the likelihood of the event 
occurring in the future. 

Manager or 
HSE Personnel 

 

 Corrective Action Follow-Up Section 
The person at the scene of the incident can provide valuable information about the factors that led to the incident, and 

their perceptions about what would have prevented the incident from occurring. This information is gathered by the 

person responsible for investigating the incident, and statements made should refer to the elimination of the event 

occurring in the future, or its minimization. 

All action items must be assigned to an individual with an action date for closure. Once items have been completed, the 

assigned individuals must advise the HSE coordinator. Asana is the tool used to manage incident follow-up action items 

to incident closure. 
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Incident Checklist 

Refer to Incident Checklist 

Incident Checklist accompanies the JDA Incident Report, to ensure that all reporting requirements are met for all types 

of incident. 

OH&S Hazardous Occurrence Report 

Refer to Hazardous Occurrence Report 

The hazardous occurrence report must be completed any time a serious disabling injury, as defined in 0, occurs. 

The local occupational health and safety office must receive notice of the occurrence within 24 hours and must receive 

the written hazardous occurrence report within 14 days. 

Annual Report to OH&S Minister 
An annual report must be made in writing to the occupational health and safety minister no later than March 1 of each 

year detailing the number of accidents, occupational illnesses, and other hazardous occurrences of which the employer 

is aware, and which affected any employee in the course of the employment for the preceding year. 

Alberta Environment 7-Day Occurrence Report 
A 7-day spill occurrence report must be completed in writing and submitted within seven days of a dangerous goods 

reportable spill. The Transport Canada occurrence report form within the regulatory forms section is an acceptable 

template to use for reporting to Alberta Environment, as well. 

The written report must include the following information (where reasonably available): 

• the reference number given when the incident was called in 

• the date and time of the release 

• the location of the release 

• the duration of the release and the release rate 

• the composition of the release, showing with respect to each substance: 

• its concentration  

• the total weight, quantity or amount released 

• a detailed description of the circumstances leading up to the release 

• the steps or procedures taken to minimize, control or stop the release 

• the steps or procedures that will be taken to prevent similar releases 

• any other information required by the director. 
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Transport Canada 30-Day Follow-Up Report 
A 30-day follow-up report must be completed 30 days after the dangerous goods occurrence. The following information 

must be included in the 30-day follow-up report: 

• copy of TDG certificate of driver 

• means of containment report 

• current tank inspection information 

• dangerous occurrence report 

• copy of shipping document (truck ticket) 

• copy of the incident/accident report & incident log. 

• product information – material safety datasheet (MSDS), if available. 

WCB Employer Report 
A WCB employer report must be completed for any workplace injury reported by an employee. This report must be 

completed and sent to WCB within 72 hours. 

WCB Employee Report 
A WCB employee report must be completed by the employee for any workplace injury. This report must be completed 

and sent to WCB within 72 hours. 

Documentation 
All documentation related to an incident is maintained by the employer.  

Incident Investigation Policy 
Incidents shall be fully investigated that: 

• Resulted in injury requiring first aid. 

• Resulted in property damage. 

• Had the potential to cause injury or physical damage (near-miss). 

• Interrupted production to the extent that a potential loss may occur. 

• Required a report to be filled with jurisdictional authorities. 

Responsibilities 

• All workers shall report any incidents/accidents to their supervisor immediately and willingly assist in an 

investigation when called upon. 

• Supervisors shall conduct an initial investigation, recommend corrective actions, and forward to the manager for 

approval. 

• Management shall review the investigation reports, confirm the corrective actions, and ensure that those 

actions are completed and maintained. 

 

Jarvis Dawson, President  03/23/2016 
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Risk Ranking 
Use the Risk Ranking Matrix to assess the level of priority and the appropriate level of involvement in the incident 

investigation. 

Table 3 Risk Ranking Matrix 
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LIKELIHOOD Minor 
(1) 

Serious 
(2) 

Major 
(3) 

Catastrophic 
(4) 

UNLIKELY (1) 

Unlikely to occur under reasonable circumstances 

(the loss is unlikely even if conditions change 

1 2 3 4 

POSSIBLE (2) 

Possibility of occurrence under reasonable circumstances 

(the loss is possible under current conditions) 

2 4 6 8 

LIKELY (3) 

Likely to occur under reasonable circumstances 

(the loss is likely to happen under current conditions) 

3 6 9 12 

IMMINENT (4) 

Imminent occurrence 

(the loss WILL happen without intervention) 

4 8 12 16 

Ranking of 1 – Acceptable risk.  Proceed normally. 

Ranking of 2 – Acceptable risk.  Proceed with extra caution. 

Ranking of 3 to 6 – STOP!  Unacceptable risk.  Do not proceed until measures are taken to lower risk to <3 or without management consent. 

Ranking of >6 – STOP!  Unacceptable risk.  Do not proceed until measures are taken to lower risk to <3. 
All incidents involving loss require an incident investigation 
Any near miss or hazardous situation with a calculated potential of 3 or greater requires an incident investigation. 

 

JDA requires that all critical incidents and high potential incidents be reported to senior management as soon as 

possible, and within 24 hours at the latest. 

Incidents Requiring Investigation 
All incidents will be investigated. Emphasis will be placed on factors determining why the occurrence was not prevented 

by using the existing Safe Work Procedure. Recommendations will be made to correct any program or procedural 

deficiencies. Investigation of an incident minimizes the possibility of recurrence by determining and eliminating the root 

cause(s). 

Safety Alert Process 
The distribution of safety alerts is a positive method of alerting the entire company of incidents that have occurred. The 

information from every safety alert should be used to influence current and future safe practices. 

Safety alerts are built on the recommendations if the HSE Managers using the Safety Alert Template. Each safety alert is 

created using the information obtained from an incident and from thorough investigations and research. 
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The completed and approved safety alert is to be distributed company-wide for immediate 

communication. This is also a good tool for communicating to customers action items and preventative measures to 

prevent future occurrences. 

Responsibilities of Personnel Who Investigate Incidents 

General Manager 
The general manager is responsible for: 

• assisting in investigation of all high potential incidents 

• participating in proper and thorough investigations, including a review of the associated task/hazard analysis 

and, if necessary, changing procedures or practices 

• allocating resources, capital or operating costs to ensure that incidents are investigated, action plans are created 

and learnings are shared. 

Department Manager 
The department manager in charge of the area in which incident occurred, and which requires investigation, is 

responsible for: 

• enlisting the services of the JDA HSE coordinator to conduct a proper and thorough investigation, including a 

review of the associated task/hazard analysis and, if necessary, changing procedures or practices 

• leading investigations of all critical-ranked incidents 

• ensuring that incident reports are correctly completed, including proper identification of direct, indirect and root 

causes 

• holding an incident investigation review meeting 

• ensuring that corrective action items are reviewed and approved, assigned to appropriate personnel, and acted 

on within the given timeframe 

• ensuring that learnings from incidents are shared within JDA. 

HSE Representatives 
The HSE representatives in charge of the area in which the incident occurred, and which requires investigation, are 

responsible for: 

• assisting supervisors in the completion of incident reports, including proper identification of direct, indirect and 

root causes 

• leading the investigation together with their management team 

• conducting a proper and thorough investigation, including a review of the associated task/hazard analysis and, if 

necessary, changing procedures or practices 

• attending the incident investigation review meeting 

• forwarding a copy of all reports to the HSE manager and general manager  

• maintaining incident action item status with Asana 
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• communicating learnings and action items to the rest of the company using the safety alert 

process when deemed necessary by the HSE manager. 

Note: If the department manager is not available or has been injured in the incident, the most appropriate alternate 

(e.g., general manager) will ensure that an investigation is conducted. 

Supervisors 
A supervisor’s responsibilities in an investigation include: 

• providing leadership in all incidents 

• promptly forwarding all incident reports 

• ensuring that all incident reports are completed and provide as much detail as possible to assist the 

investigation 

• cooperating and assisting, as requested, in incident investigations. 

Workers 
Workers’ responsibilities in an investigation include: 

• promptly reporting the incident and providing as much detail as possible to assist the investigation 

• cooperating and assisting, as necessary, in an incident investigation 

• offering information relevant to the investigation of any event witnessed. 

Incident Investigation Review Meetings 
For all major and catastrophic incidents, the general manager, the operations manager, or their designate shall hold a 

meeting after the investigation is complete to discuss the incident, its investigation, and the follow-up 

recommendations. The incident investigation review meeting must take place within 2 weeks of the incident occurrence. 

As a minimum the following personnel shall attend this meeting: 

• general manager 

• department manager 

• field supervisors 

• HSE representatives 

• members of the Workplace Health and Safety / Occupational Health and Safety Committee, if applicable 

• witnesses, as required or available 

• individuals involved in the incident 

• consultants with the appropriate technical background (if investigation involves processes or equipment not 

fully understood) 

• appropriate corporate management. 
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Figure 1: Revisions 

Date Written / Date of Effect Original Author 

09/08/2010 Mandy Dawson 
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