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1. Aim 
 

This SOP is to ensure all staff and students know the protocol for reporting workplace 
incidents (namely: accidents, near misses, occupational diseases and dangerous 
occurrences), and carry out appropriate investigations to reduce any potential 
workplace risks. 

 
2. Introduction 
 

Workplace safety improves through reporting of workplace incidents.  Investigation 
further reveals the necessary safety measures to be implemented to prevent similar 
events from happening again.  This is in compliance with the Workplace Safety and 
Health Act and in support of the NTU Health and Safety Policy. 

 
3. Scope 
 

This SOP covers all workplaces and is applicable to all staff, students and members 
of public in NTU.  It does not include accident arising from driving a vehicle on a 
public road or injuries sustained from workplace violence. 

 
4. Definitions 
 

4.1 Dangerous Occurrence is a workplace incident which does not involve the 
death or injury of any person at work.  Below shows examples of dangerous 
occurrences, but not limited to: 

 
4.1.1 Bursting of equipment part moved by mechanical power; 
4.1.2 Collapse or failure of any lifting machinery for equipment or 

appliance; 
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4.1.3 Explosion in any form; 
4.1.4 Fire in any form; 
4.1.5 Spill and any unintentional release; 
4.1.6 Damage to property. 

 
4.2 Accident is a workplace incident that resulted in the injury or death of any 

person. 
 

4.3 Occupational Disease (please see explanatory note 1 below). 
 

4.4 Public road is any road gazetted but excludes roadway within NTU. 
Examples of public road in NTU are Nanyang Avenue, Nanyang Crescent, 
Nanyang Drive, etc.  

 
 
5 Incident Reporting Procedures 
 

Incident is to be reported and investigated by using the procedure stated below: 
 

5.1 Investigating & Reporting an Accident 
 

When an Accident (No Fire) occurs … 

Scenario What To Do Further Actions 

 
No injury or minor injury 
which does not require 
the attention of medical 
practitioner. 
 
Serious injury which 
requires the attention of 
medical practitioner 
during office hours. 
 
 
 
Serious injury which 
requires the attention of 
medical practitioner after 
office hours. 
 
 
Injured is unconscious 
during office hours. 
 
 
 
 
Injured is unconscious 
after office hours. 
 
 

 
Informs Sch/Dept Safety Rep. 
Safety Rep notifies Sch/Dept 
(Chair no need to sign the IIRF 
form) 
 
Safety Rep notifies Sch/Dept, 
who will then decide whether to 
send the injured to a clinic or 
hospital, or to call for an 
ambulance. Safety Rep notifies 
OHS immediately.  
 
Whoever is at the workplace 
may send the injured to any 
clinics or hospitals, or call for an 
ambulance, and notifies OHS 
immediately. 
 
Informs Sch/Dept for approval 
to contact medical practitioner 
or call for an ambulance, and 
notifies OHS immediately. 
 
 
Whoever is at the workplace 
notifies Campus Security 
Division (CSD) immediately for 
assistance and notifies the 
Sch/Dept and OHS immediately 
too. 
 

 
Safety Rep submits (IIRF) 
within 24 hrs to OHS. 
 
 
 
Safety Rep submits IIRF within 
24 hours to OHS. Safety Rep 
follow-up with an investigation 
report to OHS within a week. 
 
 
 
Notifies Safety Rep. Safety 
Rep to submit IIRF within 24 
hours to OHS and follow-up 
with an investigation report to 
OHS within a week. 
 
Notifies Safety Rep. Safety 
Rep to submit IIRF within 24 
hours to OHS and follow-up 
with an investigation report to 
OHS within a week. 
 
Notifies Safety Rep.  Safety 
Rep to submit IIRF within 24 
hours to OHS and follow-up 
with an investigation report to 
OHS within a week. 
 

 
Note:  
1) OHS will investigate the case with relevant parties, if necessary. 
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2) OHS will lodge a report to MOM if the injured is given consecutively > 3 days of medical 
leave or hospitalized for > 24 hours. 

 
5.2 Reporting a Dangerous Occurrence 

 

 
When a Dangerous Occurrence happens … 

 

 
Scenario 

 
What To Do 

 
Further Actions 

 

 
During office hours. 

 
Safety Rep notifies OHS 
immediately to carry out 
investigation. 

 
Safety Rep submits IIRF to 
OHS within 24 hours. 
Safety Rep follow-up with 
an investigation report to 
OHS within a week. 
 

 
After office hours. 

 
Whoever is at the 
workplace notifies Campus 
Security Division (CSD), 
Sch/Dept and OHS 
immediately. 
 

 
Safety Rep submits IIRF to 
OHS within 24 hours. 
Safety Rep follow-up with 
an investigation report to 
OHS within a week. 
 

 
5.3 Reporting an Occupational Disease  

 

 
When an Occupational Disease is Diagnosed on the Injured by a 

Medical Doctor 
 

 
Scenario 

 
What To Do 

 
Further Actions 

 

 
Whether the 
injured is given 
medical leave or 
otherwise. 

 
Injured to notify 
supervisor or 
reporting officer 
immediately. 

 
Supervisor/Reporting Officer to notify Safety 
Rep. Safety Rep submits IIRF to Sch/Dept & 
OHS within 24 hours or next working day. 
 
 

 
Note: Reporting to OHS can be made through the 24-hour accident / incident 

reporting line - 92351327. This line applies only to the reporting of serious 
accident / incident. 

 
6. Documentation 
 

All incidents reporting and investigation must be documented, filed and made 
available to management/supervisors to re-conduct risk assessment, if necessary. 

 
7. Incident Investigation Report 
 

All incidents to be reported should use the form in Appendix I. 
 



Standard Operating Procedure on Workplace Incident Reporting and Investigation Page 4 of 5 
 

 
Explanatory note 1: Occupational Diseases  
 
Occupational disease is any disease specified in the Third Schedule of the WSH Act. 
Examples may include:  
  

 Asbestosis 

 Barotrauma 

 Hydrogen sulphide poisoning 

 Occupational skin disease 

 Mesotheiloma 

 Noise-induced deafness 

 Occupational asthma 

 Repetitive strain disorder of the upper limb 
 
For a full list of occupational disease, please refer to the Third Schedule of the Workplace 
Safety and Health Act.   
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Appendix I 
 
Office of Health & Safety - Incident Investigation & Reporting Form (IIRF) 
 
 
Please Tick         (    ) Accident         (    ) Dangerous Occurrence         (    ) Occupational Disease (    ) Others 
 

 
Reporter’s 
Particulars 

Name 
 

Staff/Student Card No. 
 

School/Dept 
 

Designation 
 

Contact No. 
 

Email 
 

 
Injured’s 
Particulars 

Name  

Staff/Student Card No.  

School/Dept  

Designation  

Contact No.  

Email  

 
Date & Time of Incident: Exact Location of Incident: 
 e.g. Block/Unit/Lab) 
 

 
Briefly described what happened & how it happened, determine the root causes (if any).  Please continue on an 
attachment, if there is insufficient space. 
 
*An additional detailed investigation report may be required (to be submitted within a week) to determine if there 
are any other root causes, preventive measures implemented and corrective actions taken. 
 
 
 
 
 
 
 
 
 
 
 
 

 
(Required only for serious injury, dangerous occurrence, 
occupational diseases, i.e. MOM reportable categories) 

 
Acknowledged by Chair (for Sch)/HoD (for all other Depts): 
 

 
 
 

 
Name/Signature/Date 
 

 
Acknowledged by Office of Health and Safety 
 

 
 
 

 
Name/Signature/Date 
  


