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MINOR INJURY RoPORTING AND IRVESTICATION

PURPOSE:

The ninor lnjury and accldent investigation procedure is
estabilshed to provide & record of all industrizl injurles
and the causes to be used in accldent preventlion wori:c.

This builetin covers the procedure for rscordirg minor in-
Juriesg wnich occur Lc plant personnel during thelr ccursoe of
employment, and ths preparacion of various reports and
statistlical znalyses pasgsed on this Information.

RE3PONSIEILSITY:

The supervigor 1s resconsible for the lnvestlgetion of tha
injury and the gafety deparvment 1s responsilble for che
preparation and distribution cf reporta complled frew thils
information.

For the purposes of reporving the occurrence and subsequent
investigatlion of 3 wmincr injury, the minor Injury and
accldent report 15 ussad. This report 13 inltlsted ty the
Plant Nurse on any 1n1u“3 requiring treatmsnt. She fi1ls out
ages one ‘1} and Zour 4} of the form and maills 1t o the
Supervisor of trhe injured employee. The supervizsor ceompletes
the form after noldlng an inveztigation to determinzs the
cause c<f the Ilnjury. The completed report shal’l be refurmned
to the safety deporiment within flve days following tne date of
the irnjury.
The safecy cdeparbment usintalns a deilnguency system which
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18 checked for incomplete minor injury reports on the
first of each month and prepares a delinquent report

for disp ibution to the superintendents of those reports
which are overdue. :

The safety department reviews the reports and sends them to
IBM for key punch. Each month these data are processed by
the tabulating department and a statistical analysis report
is prepared by the safety department for distribution to
all superintendents and general operating supervisors (or
equivalent).

At the close of each month the safciy department wires a re-
port to the Safety Section, Personnel Relatinns Department

(St. Louis), glving for the month, this year and last year,

the number of major inJurles reported, the days lost and the
exposure hours. If a lost-time acclident has occurred during
the month, the hours since the last major Injury and days since
last lost-time InjJury are also given. The manhours reported
for the current month 1s an estimate. The corrected manhour
flgures for the proceding month are reported also., The corrected
figure 1s obtalned from the payroll section of the accounting
department for hourly personnel and from the personnel depart-
ment on salaried personnel.

In addition, a Monthly All-Injury Summary (IN-84) is prepared
for the Manager of Safety, (St. Louis), classifying major in-
Juries and all other occupational 1njuries by the type of
accident. Also, a letter listing the number of injuriles,
physical examination and immunlzation shots 18 prepared
monthly for the Medical Director {St. Louils).

Prepared by Safety Department
Dept. or Bection .

Approved by: C. L. Giimo
* . re
Person
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