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NEMORANDUM FOR All Rock Island Arsenal Commands and Tenant Activities

SUBJECT: Accident Reporting and Investigation — Policy Memo # A-21

1. Applicability and Effective Date. This policy statement is applicable tc ail
Covernment and Non-Government organizations located on Rock Island Arsenal and

is effective immediately.

2 General. As Garrison Manager, | am responsible for providing a safe and hazard-
free environment for all Military, Civilian Employees, residents and visitors. An active
safety and health program is essential to the installation and the well-being of our work

force.

3. Accident Reporting. All accidents involving personal injury, iliness or property
damage must be quickly reported and investigated. All accidents shall be reported
using the Preliminary incident Notification Reporting (PINR) system. Please see the
enciosed instructions.

4. Accident Investigations. All accidents must be thoroughly investigated immediately
after occurrence. Rapid investigations ensure that essential facts surrounding the
incident are not lost or misinterpreted and that corrective actions are effective. All
accidents shall be investigated using the Safety Accident incident Report (SAIR)
process or an equivalent established method. Please see the enclosed instructions.

5. Summary. Safety is everyone’s responsibility. By working together, we can make
Rock Island Arsenal a model installation for Safety, accident reporting and accident

investigations.

6. Questions concerning this policy may be addressed to the RIA Garrison Safety
Office, IMNE-RIA-SO, at extension 2-1380, email rock-imne-ria-so@us.army. mil
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Instructions for Accident Reporting and Investigations

1 All employees shail immediately report any work-related injury, occupational iliness,
< property damage incident (no matter how minor or insignificant they may appear) to
treir supervisor. If emergency medical treatment is required and the supervisor is not
available, notify a co-worker to obtain care — cali 811. Notify the supervisor as soon as
possible after receiving treatment. The facts of these incidents will need to be promptly
reported through the organization’s chain of leadership.

2 Accident Reporting. All accidents will be reported electronically within two hours of
occurrence using the Preliminary Incident Notification Reporting system. This system is
avzilable on the RIA Garrison Safety Office’s Website at RIA Safety Main Page

3. Accident Investigation. All accidents shail be investigated at the accident site within
72 hours (or 3 business days) of cccurrence using the Safety Accident Incident Report
(SAIR) process or equivalent established method. Tenant organizations and
contractors shall complete and document all required accident reports in accordance
with their own internal reporting and recording requirements. If the tenant organization
o contractor does not have an equivalent established method, they shall complete the

accident investigation using the SAIR process.

4. Safety Accident Incident Report (SAIR) Process. The supervisor of the injured
employee will direct and facilitate the SAIR process. All accident information shali be
recorded on RIA Form 385a, Safetvy Accident incident Report (SAIR) Accident
investigation Report, and RIA Form 385b, Safety Accident incident Report (SAIR)
Guide For Identifving Causes And Corrective Actions. Both of these forms are
available on the RIA Forms and Publications Website.

5. Completed Forms. An electronic copy of each completed forms shali be forwarded
to RIA Garrison Safety Office within five working days after the date of the accident.
Copies may be sent to rock-imne-ria-so@us.army.mil. Note: Tenant organizations and
contractors will still complete and document all required accident reports in accordance
with their own internal reporting and recerding requirements.

8. Any questions concerning these instructions may be addressed to the RIA Garrison
Safety Office, IMNE-RIA-SQ, extension 2-1380, email rock-imne-ria-so@us.army.mil.
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