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1. Purpose 

To ensure compliance with the OHS Act and ACC regulation for reporting of Accidents, Injuries, 

Death, and New Misses to the relevant authorities. 

 

2. Scope 

This procedure will be used by the HODs and Campus Directors, assisted by USP OHS teams, 

to report incidents, near misses, and accidents sustained by staffs, students and visitors on all USP 

Campuses and rented facilities.   

 

3. Definitions 

“Accident” means an unplanned or unwanted event that occurred during the performance of work 

activities, and that resulted in injury, illness or damage.  

“Near-Miss” means an unplanned event that did not result in an injury, illness or damage, but had 

the potential to do so. 

“Incident” an unplanned event that did not result in injury, but damage to the property or could 

lead to injuries if not corrected. 

4. Responsibilities 

All staffs, students, contractors must report any injury/accident/incident to their respective HOD 

/ HOS / Campus Directors. 

HOD/HOS/Campus Directors must then notify USP OHS Team via email (ohs@usp.ac.fj) for 

guidance and compliance requirements. 
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5. Procedure 

Input  

To ensure accident/injury report forms are correctly filled, actual details are captured to assist in 

root cause analysis and accurate reporting to authorities. 

 

The below flow charts provides guidance on how to report injury, accident, near miss and death 

cases. 
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Injury/accident 

Sustained by Staffs   

Any person 

reporting near 

misses   

Seek assistance from 

nominated first aiders 

with the respective 

buildings / sections    

Staff / Student / 

Visitor Death Cases     

Injury/accident 

Sustained by 

Students / Visitors  

For further medical 

assistance Visit the Nearest 

Medical Center or 

Government Hospital  

Send an email or call USP 

OHS team and notify 

about the injury  

OHS team will carry out a Root 

cause analysis and  corrective action 

will be taken where possible Job 

cards would be raised to rectify 

issues  

Staffs to use their USP insurance 

medical card to pay for the pharmacy 

and medical related cost .Any other cost 

incurred ensure receipts are retained 

/obtained   

Staffs/Students / Visitors to fill in the USP 

workplace injury report form and submit the 

following to USP OHS team : 

1. Medical certificates / Sick sheet  

2. Copies of receipt for expense  in 

relation to injury eg pharmacy , taxi 

fare , hospital expense etc  

3. Witness statement  

4. The above documents should be 

submitted within 7 days . 

5. Death Certificates ( only for death 

related cases reported ) 

    

Once the required documents are received USP OHS will fill 

in the relevant forms and submit to MOL, MOE and ACC. 

Upon receiving the file / case number from relevant authorities 

staffs / student will be advise .  

Seek assistance from USP 

Medical center or Section 

First aiders or  nearest 

Government Hospital   

All medical expense for students 

who have medical insurance will be 

bearded by USP campus life and 

private students to bear their own 

cost , unless the accident or injury 

was   

Notify USP OHS team , Halls of 

residence office or Security office 

or Respective Couse coordinators   

Fill in the near miss form 

and notify USP OHS team 

who will than assist/isolate 

the area and carry out the 

root cause assessment and    

take corrective action. 

Notify USP HR team 

and USP OHS team     
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Ouput  

To comply with legal requirements and take appropriate action to prevent reoccurrence . 

 

6. Reference Documents 

- Nations OHS Act /Legislation  

- Accident Compensation Commission Act / Legislation 

- USP OHS Policy : https://www.usp.ac.fj/index.php?id=12321 

- Injury / incident / Hazard report form  

- Statement of person injured or witnessing an injury at workplace  

- Statement of Supervisor of worker injured at workplace. 

 

 

Authorized by: Director – Estates & Infrastructure  Documented by: Manager OHS E & 

DISMAC                                                                                                   

Date authorized: 25-02-2020     Effective date: 25-02-2020 

Last amended:  N/A     Revision status: 1st Issue 

  

 

 

 

 

 

 

 

 

 

 

https://www.usp.ac.fj/index.php?id=12321

