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Introduction 

1. Accidents involving personal injuries, including staff, students and visitors etc. and/or 
property damage may occur on campus.  Such accidents/incidents should be reported 
promptly to the 24-hour manned Campus Security Control Centre for assistance. 

2. When serious injury occurs, the initial action taken is sometimes critical in 
determining the difference between further injury, or in some cases life or death.  
Appropriate action shall be taken by all concerned parties to ensure that the injured 
person can receive prompt medical attention and to prevent the situation from 
worsening. 

3. From the viewpoint of prevention, the purpose of accident/incident reporting and 
investigation is to determine the causes and to recommend corrective action to prevent 
future recurrence. 

4. This procedure outlines the actions to be taken in the event of an accident occurring 
and the accident/incident reporting and investigation procedures to be followed. 

 

Terminology (from Health and Safety Executive, UK) 

Accident includes any undesired circumstances which give rise to ill health or injury; 
damage to property, plant, products or the environment; production losses, or increased 
liabilities.  (Note: It results from contact with a substance or source of energy above the 
threshold limit of the body or structure.) 

Incident includes all undesired circumstances and near misses which have the potential to 
cause accidents, or have a potentially significant environmental impact.  

 
Note: Examples of events which may have significant environmental impacts are spillage of 
hazardous substances (such as chemicals, microbiological agents and radio-isotopes) into any 
drain or surface water, uncontrolled discharge of hazardous substances into the atmosphere, 
and inappropriate disposal of hazardous wastes. 

Ill health includes acute and chronic ill health caused by physical, chemical or biological 
agents as well as adverse effects on mental health. 

In case of accident 

1. When an accident occurs, assistance should be immediately summoned by calling the 
24-hour manned Campus Security Control Centre at P111 (Emergency Tel. No.: 
2766 7999 or Ext. 7999 on the PABX system or emergency telephone located at 
strategic areas on campus).   

2. In case of fire, sound the fire alarm by activating the breakglass alarm switch in the 
corridor. 
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3. If medical assistance is required during office hours, call the Campus Health Clinic 
(Tel. No.: 2766 5433 or Ext. 5433 on the PABX system) for advice.  If the condition 
is serious, dial 999 for help at the same time to avoid delay in treatment. 

4. As a general guidance, when summoning assistance through telephone, the caller must 
keep calm, avoid panic and clearly state the following information : 

 Location of the accident 

 Nature and severity of the accident e.g. how many persons are injured, the 
seriousness of the injured, any fire or hazardous chemical spillage etc. 

 Nature of the injuries, e.g. bleeding, bone fracture etc. 

 Name, department, telephone number of the caller 

5. The injured person should not be moved unless his location exposes him to further 
risk of injury.  The general approach to a seriously injured person is to render comfort, 
and only treatment that is necessary to preserve life until trained medical help arrives. 

6. The security staff on-duty at the Campus Security Control Centre will obtain details of 
the accident and at the same time despatch a team to the scene. 

7. The attending team, upon arrival at the scene, will decide on the actions required 
which may include calling of Police/Fire Services/Ambulance and/or assistance from 
other department such as the Health, Safety and Environment Office, clinic or 
evacuating personnel from the affected areas. 

8. Depending on the nature (e.g. spillage of hazardous chemicals, fire) and seriousness 
(e.g. fatalities or major injuries) of the accident, the security staff on-duty at the 
Campus Security Control Centre should also inform the Health, Safety and 
Environment Office immediately.  In case of such accidents occurring after office 
hours, senior members of the Health, Safety and Environment Office may be 
contacted through a mobile phone or pagers. 

9. After the incident, details should be given to the attending security staff or the 
attending civil emergency services personnel in order to assist them for follow-up 
action.  Relevant information should be logged by Security Staff. 

 

Reporting of Accidents and Incidents 

All accidents and incidents must be reported and accident/incident investigations carried out 
to determine the causes and recommend corrective actions to prevent future recurrence. 

1. After an incident, the supervisor of the injured person or the staff member responsible 
for the area in which the accident/incident took place should complete an 
Accident/Incident Report Form (HSE Form 2, a copy is attached in Appendix) and 
sent it to Health, Safety and Environment Office through their respective Head of 
Department within 72 hours of the accident/incident. 
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  In case of work related accidents involving a PolyU staff 

2. The University is required under the Employee’s Compensation Ordinance to notify 
the Commissioner for Labour of any accidents arising out of and in the course of an 
employee’s employment, which results in death or incapacity, either permanent (i.e. 
disability) or temporary (i.e. sick leave).  Heads of Department shall therefore ensure 
that the Director of Human Resources is informed of such cases immediately after 
such accidents by completing HR Form 67 and a copy of which should be sent to the 
Health, Safety and Environment Office.  For more details on employee compensation, 
please refer relevant sections of the Staff Handbook or contact Human Resources 
Office. 

 In case of an accident that may involve an insurance claim of damage/loss to 
property and/or equipment  

3. For an accident that may involve insurance claim of damage/loss to property and/or 
equipment, the Finance Office should be contacted immediately at extension 5263 for 
insurance claim processing with the University’s insurer. 

Staff and students are encouraged to report near-miss incidents so that potential hazards can 
be identified and eliminated before a more serious accident occurs. 

 

Accident Investigation 

The purpose of an accident investigation is to determine the causes and recommend 
corrective action(s) to eliminate or minimize such events.  An accident investigation should 
be thorough and attempt to identify underlying/basic causes.  Placing the blame on an 
employee’s “carelessness” should be avoided.  It should be aimed at identifying the problem 
area(s) and recommending remedial action rather than finding faults or allocating individual 
blame. 

An accident investigation shall be initiated by the Head of Department of the site of the 
accident.  The Health, Safety and Environment Office shall provide all necessary assistance 
to the respective department in conducting accident investigations.  Investigation reports 
shall be forwarded to the Health, Safety and Environment Office for appropriate follow-up 
action.  In case of fire incidents, investigation reports shall also be forwarded to Facilities 
Management Office. 

Accidents which result in, or which have the potential to inflict serious injuries or death 
require a formal investigation.  In such cases, the Head of Department shall appoint an 
impartial member(s) to carry out a joint investigation with member of the Health, Safety and 
Environment Office to establish the causes and recommend corrective actions for prevention 
of future accidents. 
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Depending on the nature of the accident and the circumstances, the Health, Safety and 
Environment Office may initiate an investigation of an accident or a working group may be 
appointed by the President, or his designated delegate, or the Chairman of the Health, Safety 
and Environmental Committee, to conduct the investigation.  A copy of the investigation 
report shall be forwarded to the relevant Head(s) of Department for reference and appropriate 
follow-up action. 

Where possible, the investigator should be free of the operational control of the supervisor(s) 
concerned, in order that he/she may be objective.  Personally interview everyone involved, 
i.e. the injured person(s), nearby employees, and other personnel who may provide clues to 
the causes of the accident. 

With the basic causes being identified, remedial action can be recommended accordingly.  
Some actions reduce the likelihood of the incident occurring.  Others reduce the potential 
severity of the injury or damage. 

 

Causes of Accident 

1. Immediate Causes 

 The “immediate causes” of accidents are the circumstances that immediately precede 
the event.  They usually can be seen or sensed.  Frequently they are called “unsafe 
acts” (behaviours which could permit the occurrence of an accident) and “unsafe 
conditions” (circumstances which could permit the occurrence of an accident). 

 Unsafe acts (also known as substandard practices) are usually seen in one or more of 
the following forms: 

 Operating equipment without authority 

 Failure to warn 

 Failure to secure 

 Operating at improper speed 

 Making safety device inoperable 

 Removing safety devices 

 Using defective equipment 

 Using equipment improperly 

 Failing to use personal protective equipment properly 

 Improper loading 

 Improper placement 

 Improper lifting 

 Improper position for task 
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 Servicing equipment in operation 

 Horseplay 

 Under influence of alcohol and/or other drugs 

 Unsafe conditions (also known as substandard conditions) are usually seen in one or 
more of the following forms: 

 Inadequate guards or barriers 

 Inadequate or improper protective equipment 

 Defective tools, equipment or materials 

 Congestion or restricted action 

 Inadequate warning systems 

 Fire and explosion hazards 

 Poor housekeeping; disorderly workplace 

 Hazardous environmental conditions; gases, dusts, smokes, fumes, vapours 

 Noise exposures 

 Radiation exposures 

 High or low temperature exposures 

 Inadequate or excessive illumination 

 Inadequate ventilation 

2. Basic causes 

“Basic causes” are the real causes behind the symptoms; the reasons why the unsafe 
acts and conditions occurred; the factors that, when identified, permit meaningful 
management control.  Often, these are referred to as root causes, real causes, indirect 
causes, underlying or contributing causes.  Basic causes help explain why people 
perform substandard practices.  They also help explain why substandard conditions 
exist.  Just as it is helpful to consider two major categories of immediate causes, so is 
it helpful to think of basic causes in two major categories : 

Personal factors 

 Inadequate capability (Physical/Physiological & Mental/Psychological) 

 Lack of knowledge 

 Lack of skill 

 Stress (Physical/Physiological & Mental/Psychological) 

 Improper motivation 
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Job factors (Work environment) 

 Inadequate leadership and/or supervision 

 Inadequate engineering 

 Inadequate purchasing 

 Inadequate maintenance 

 Inadequate tools, equipment, materials 

 Inadequate work standards 

 Wear and tear 

 Abuse or misuse 

 

Recommended remedial action 

According to the causes being identified, some remedial action for preventing recurrence can 
be suggested.  The most commonly recommended remedial action can be one or a 
combination of the following: 

1. Replacing/Repairing the unsafe condition 

2. Focused observations and/or planned inspections to identify potential hazards 

3. Designing or engineering a new process to prevent recurrence 

4. Training/Re-training of employees 

5. Transferring the injured worker to a type of work that is commensurate with his/her 
ability to perform the work 

6. Drafting a new safety procedure 

7. Coaching and/or undertaking disciplinary action, if necessary 

An action plan for implementing the recommended actions with priorities should be 
indicated.  The completed report form should be sent to the Health, Safety and Environment 
Office through their respective Head of Department.  Management must assure that 
recommended remedial actions are implemented and the Health, Safety and Environment 
Office should monitor the progress. 
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