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Incident Reporting and Investigation Procedures  
 
A good incident investigation tries to answer these questions, by interviewing the 
witness 
 

 What happened? 

 When did it happen? 

 Where did it happen? 

 Who was involved? 

 Why did it happen? 

 How can it be prevented from happening again? 
 
When these questions are answered for all incidents, accidents and near misses, patterns 
often emerge and preventable causes are discovered.  But the patterns may not be true 
unless information acquired during the investigation is complete and accurate.  The 
observations of co-workers, as well as from other employees that were directly involved, can 
be critical.  It helps if everyone will: 
 
 Make mental or written notes about the accident as soon as possible. 

 Avoid talking to others before talking to an investigator, as this may confuse the facts. 

 Answer all questions about the incident as accurately as possible. 

 Take the investigation seriously. 
 
When an accident happens: 
 
The first thing to do when an incident occurs is to make sure the worker’s injuries are 
treated.  The next step is to carefully investigate the events surrounding the incidents.  The 
reason for investigations is not to place blame on anyone, but to learn what happened – so 
similar incidents can be prevented in the future.  All employees play an important role in the 
investigation process. 
 
All accidents, incidents and near misses should be reported to your supervisor 
immediately, regardless of how minor it may seem.  The study of near misses can help 
prevent more serious incidents, where someone is actually injured.  Such investigations 
needn’t always be extensive, but records of near misses often indicate trends or hazardous 
conditions that can be corrected. 
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Safety Suggestions/Hazardous Incidents/Near Miss Reporting 
 

Safety Suggestion, Hazardous Incident, and/or Near Miss Reporting are very 
valuable tools used in helping manage an effective safety program.  This process can 
be utilized by any employee wishing to make suggestions relating to any aspect of 
the work process (i.e. suggestions, ideas, issues, hazards, near miss, production, 
quality). 
 

Hazardous incident or near miss accidents sometimes referred to as close calls, are 
accidents which do not cause injury or extensive property damage, but had the 
potential to do so.  All near misses or close calls shall be reported and documented 
through this process.  Every near miss or close call is an indication that something is 
wrong or went wrong with the work process.  By reporting and compiling this 
information we can detect and correct problems before they occur. 
 

The local supervisor should handle issues or suggestions that do not impact other 
areas of the work force and that can be resolved or implemented by the local 
supervisor.  It is only after the supervisor fails to appropriately address suggestions or 
issues that this process should be used.  Hazards that can be handled by the 
Supervisor or the maintenance department should be handled at that level. 
 

Forms shall be made available at each worksite and shall be used as a means of 
providing written information necessary to communicate your idea or concern.  
Suggestions or ideas can be submitted anonymously or on any type paper or 
form you desire.  (BBSM cards, Incident reports, ect.) 
 

Employees at remote locations or lacking access to suggestion boxes may forward 
completed forms through their supervisors, through management, the HSE 
Department or simply by mailing it to the SONOCO address in care of Safety 
Director. 
 

Boxes shall be provided at the Personnel/Safety Office and shall be checked at a 
minimum of once per week.  Names of employees submitting suggestions shall be 
kept confidential unless the employee making the suggestion specifies otherwise. 
The Safety Director shall review suggestions submitted and shall direct them to the 
appropriate department for response and shall assign a person in charge (PIC) to 
insure it is appropriately handled.  Feedback shall be provided as soon as possible to 
the employee submitting the suggestion and to all other employees through Safety 
Alerts if warranted. 
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Safety Alerts / SMS Manual 
 

Safety alerts shall be issued by the HSE department and shall be distributed to all 
SONOCO field locations.  Stewards shall thoroughly read, review and discuss each 
alert in its entirety at the next available safety meeting and shall thoroughly log and 
document the meeting on a safety meeting form.  The steward will log the number 
and the title of the alert on the safety meeting log.  Stewards will retain a copy of all 
safety alerts in his SMS manual.  The supervisor’s SMS manual shall be audited, as 
part of the behavioral process audits to insure each manual is readily available and 
properly maintained.  The HSE department shall track stewards safety meeting 
reports to insure that safety alerts are reviewed with entire crew and properly 
documented.  Included with our own internal safety alerts relevant MMS, customer 
and competitor safety alerts shall be issued and shall be managed in the same 
manner.  The combination of safety alerts and the SMS manual, shall provide the 
steward with a non-exhaustive source of safety talks. 
 

Investigation Procedures: 
 

PURPOSE: 

To define policy and to adopt a uniform system for the reporting, investigation and 
responding to Accidents / incidents that occur on premises or that have the potential 
to affect SONOCO and/or its employees. 
 

POLICY:  
All accidents/incidents resulting in personal injury to SONOCO employees, property, 
non-employee personnel (visitors), regardless of the work site or severity, shall be 
verified by the steward and reported to the Safety Department. All incidents will be 
investigated to the appropriate level with regards to incident severity. All employees 
were trained on this at hire and will receive refresher training annually via safety 
meetings. 
 

Accident/Illness – Reporting/Investigation 
 

GENERAL 
 

All occupational injuries, illnesses, and/or near misses shall be reported promptly 
to your immediate supervisor. All injuries should be reported to the host facility/client 
within 24 hours.  
 

Employees needing medical treatment after hours, weekends, or holidays shall 
contact the office and have the safety representative make arrangements to ensure 
that swift and appropriate care is provided. 
An Accident Report Form shall be completed, with all gathered information, and 
shall be forwarded to the Safety Department.   
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Investigations / Witness interviews, shall be fact-finding and not fault-finding.  

Information shall be accurate and factual.  All identification and assessment of evidence shall 
be noted on the investigation paperwork and the collection, preservation and security of 
evidence should be a top priority following patient care.  Witness interviews and statements 
will be collected per this section of the policy following immediate patient care. The following 
questions should be answered in the witness assessment: 
 

 What happened? 

 When did it happen? 

 Where did it happen? 

 Who was involved? 

 Why did it happen? 

 How can it be prevented from happening again? 
 

The HSE Department shall be notified immediately of any injury requiring medical 
treatment.  All employees requiring medical treatment shall be accompanied to the 
appropriate medical facility by a SONOCO representative preferably an HSE 
representative. 
 

Off-the-job injuries to SONOCO employees, prescription and non-prescription drugs 

that could affect job performance or cause impairment shall be promptly reported to the 
employee’s immediate supervisor who shall then inform the personnel and/or safety 
department prior to allowing the employee to return to work.  
 

Procedure:  Reporting and Response 
 

NEAR MISS 
Require notification of the Safety Department, Supervisor and Department Manager.  The 
HSE Department, Supervisor and the Department Manager shall ensure the completion of a 
near miss report and that an investigation and safety alert is performed and issued as 
needed. 
 

FIRST AID 
The supervisor shall seek assistance from the Medic as needed, verify that an accident did 
occur and with the assistance of the Safety Department shall perform the necessary 
investigations, complete the preliminary accident report and ensure that the appropriate 
manager has been notified.  The Safety department shall complete and issue a safety alert 
as needed. 
 

MEDICAL TREATMENT 
Provisions shall be made to ensure that prompt, appropriate care is provided.  If medical 
treatment is required, immediate notification to the Safety Department is required.  Injuries 
requiring a physician's attention and occur in the Houma area or that can be transported to 
Houma shall be seen by the SONOCO company physician. The Safety department shall 
complete and issue a safety alert as needed. 
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SONOCOs physician’s office provides 24-hour service that is available 365 days a year. 
Once provisions have been made to ensure prompt, appropriate medical care, the 
Supervisor shall verify that an accident did occur and with the assistance of the HSE 
Department shall perform the necessary investigations, complete the preliminary accident 
report and ensure that the appropriate manager has been notified.  The HSE Department 
shall ensure that the appropriate claims forms are completed and that the appropriate 
insurance carrier is notified.  Drug Screens will be performed on all employees requiring a 
physician’s care.  A SONOCO representative preferable a Safety representative shall 
accompany the employee to the physician’s office. The Safety department shall complete 
and issue a safety alert as needed. Depending of findings/severity of investigations following 
the incident. 
 

EMERGENCY ROOM VISITS 
Provisions shall be made to ensure that prompt, appropriate care is provided.  
Requires immediate notification of the Safety department.  Please note that the 
SONOCO physician is our primary care service and has the capabilities to provide 
stitches, X-rays, casting and minor surgeries at their facility.  Injuries that must be 
treated at the Emergency Room should be transported to a preferred hospital.   
(Refer to hospital list maintained by the Safety Director) 
 

All efforts should be made to transport injured employees to the local preferred 
hospital when emergency treatment is required.  This, however, should never 
compromise the employee’s life, safety, health or well being.  Employees seen at the 
local preferred hospital shall be seen by our SONOCO physician whenever possible.  
Once provisions have been made to ensure prompt, appropriate medical care, the 
Supervisor shall verify that an accident did occur and with the assistance of the 
Safety Department shall perform the necessary investigations, complete the 
preliminary accident report and ensure that the appropriate manager has been 
notified.  The Safety Department shall ensure that the appropriate claims forms are 
completed and that the appropriate insurance carrier and/or Claims Administrator are 
notified.  Drug Screens are performed on all employees requiring physician’s care.  
All emergency room visits require prompt notification of Safety Director who shall 
then determine the need to notify the related SONOCO President / CEO and/or Risk 
Manager.  A SONOCO Representative, preferably a Safety Representative, shall 
remain with the injured employee until released and shall make provisions to 
transport the employee as needed. 
 

HOSPITAL ADMISSIONS 
Provisions shall be made to ensure that prompt, appropriate care is provided.  
Requires immediate notification of the Safety Director.  All efforts should be made to 
transport the injured employee to the local preferred hospital.  This, however, should 
never compromise the employee’s life, safety, health or well being. Once provisions 
have been made to ensure prompt, appropriate medical care, the Supervisor shall 
verify that an accident did occur and with the assistance of the Safety Department 
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shall perform the necessary investigations, complete the preliminary accident report 
and ensure that the appropriate manager has been notified.  The Safety Department 
shall ensure that the appropriate insurance carrier is notified prior to any hospital 
admissions and that appropriate claims forms are completed.  All hospital admissions 
require prompt notification of the Safety Director who shall then notify the SONOCO 
President /CEO and/or Risk Manager. 
 
Note: The Safety Director shall notify OSHA within 8 hours of any incident hospitalizing three (3) or 
more employees.  All hospital admissions require that a SONOCO representative remain with the 
employee until the employee is in his/her room.  The SONOCO representative shall also provide 
assistance to the immediate family as needed. 

 
FATALITIES, SIGNIFICANT PROPERTY DAMAGE, SERIOUS INJURIES 
Provisions shall be made to ensure that prompt, appropriate care is provided.  
Require immediate notification of the Safety Director.  Secure the accident scene.  
Serious injuries and  Fatalities require the Safety Director to notify the employee’s 
family, provide the family with assistance as needed and notify the appropriate 
authorities (i.e., Sheriff’s Department, Coast Guard, OSHA).  The supervisor and 
manager shall then cooperate with the Safety Department, local authorities and 
insurance carrier as required to ensure a complete and thorough investigation.  The 
Safety Department shall ensure that the appropriate claims and regulatory forms are 
completed and turned into the appropriate agencies.  Drug Screens shall be 
performed as directed by the Safety Director. 
 

AUTO ACCIDENTS 
Requires immediate notification of local authorities, Safety Director and Department 
Manager. 
 

CONTRACTOR EMPLOYEES 
SONOCO uses no Contract Employees 
 

NON-OCCUPATIONAL   INJURIES – ILLNESSES - MEDICATIONS  
All non-occupational injuries or medications taken by employees shall be reported to 
the Safety Department.  The Safety Department shall ensure that the employee is 
released to full duty prior to his/her returning to work and shall utilize the SONOCO 
physician as needed to confirm the employees release status. The Safety Director 
and/or physician shall be utilized to determine the medication impairment potential of 
any medications and its impact on the employees’ ability to return to work.  
 

NOTE:   A Root Cause Analysis may be required and shall be determined by the Safety Director on a 
case by case basis.  This may include near miss first aid or other minor incidents.  Safety Alerts shall 
be completed and issued company wide as determined by the Safety Director. 
 

 
 



 Incident Reporting & 
Investigation  

Safety and Environmental Management System   SEMS 3-1  

 

Page 7 of 7 

 

Reporting & Investigation (Levels of Involvement): 
 

The Safety Director is responsible for any and all reporting and investigations. The 
Safety Director will work with all involved to prepare an incident report from employee 
statements, witness statements, supervisor/client reports, check sheets and video 
surveillance in a timely fashion outlining the incident. Proper equipment will be 
available to assist in conducting an investigation. Lessons learned, safety alerts 
and/or corrective actions will be distributed as needed following the official accident 
report/investigation so that all involved are aware of the event, steps needed to 
prevent the same event from happening in the future, potential training gaps with a 
plan to correct and an accurate unbiased conclusion of any and all contributing 
factors to the event. 
 

Project Representative: 
 

Customer shall designate the appropriate person or persons who shall be the contact 
on behalf of the Customer.   
 

Customer shall furnish SONOCO a distribution list, if one is necessary, of all 
personnel who should be notified of an incident/accident and for reports that shall be 
generated by SONOCOs Safety Department.   


