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I. GLOSSARY / HEALTH AND SAFETY TERMINOLOGY 

 

Dangerous Occurrence / Near Miss – an unplanned event which did not cause injury to a 

person or damage to property, but it had the potential to do so. Examples include: articles 

falling near to people, short-circuits on electrical equipment or an explosion. 

 

First Aid - First Aid is the initial management of any injury or illness suffered at work. It does not 

include giving tablets or medicines to treat illness. 

 

Hazard - any entity, agent, substance or situation in the workplace which has the potential to 

cause harm such as death, injury or to damage property. 

 

Hazardous Chemical – any substance, mixture or article which may be used directly in a 

workplace or which may arise from work activities, and which can have significant adverse 

impacts on the health or physical body of a person. 

Health and Safety Coordinator or HSC– Officer assigned to coordinate the health and safety 

efforts of the Public Service. Primary liaison on health and safety matters. 

Joint Workplace Safety and Health Committee or JWHSC– refers to the committee as required in 

accordance with Part IX of the Virgin Islands Labour Code, 2010. This committee has oversight of 

overall health and safety matters and can be involved with investigations and 

recommendations. 

Manual Handling – refers to the use of the human body in activities involving the lifting, lowering, 

pulling, pushing, carrying or supporting of loads. 

Personal Protective Equipment (PPE) - any equipment or special clothing which protects the 

wearer from a health or safety risk. 

Reportable Accident – an event which causes the death of a worker or which results in disability 

of a worker, or any other person present in the workplace, for more than three days.  Examples 

include: a fall resulting in a fracture, amputation or serious laceration. 

Risk Assessment - the process of analyzing the level of risks, considering those in danger, 

estimating the severity of the possible outcome, determining the likelihood that an event will 

occur, evaluating whether hazards are adequately controlled (taking into account any 

measures already in place) and deciding if additional controls are required. 

Workplace – broadly defined to include “a place at which work is performed, and includes 

property belonging to or occupied by the Government”. 

Work-related Violence - any incident, in which a person is abused, includes threatening 

behaviour, verbal, physical, or sexual abuse etc., threatened or assaulted in circumstances 

relating to their work. 
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II. POLICY 

 

The Government of the Virgin Islands is committed to ensuring, so far as is reasonable and 

practicable, the protection of its Public Officers or employees, clients, contractors, suppliers, 

visitors, neighbours and the general public from hazards and risks associated with its operations; 

and to the provision of adequate workplace facilities. 

 

 

Our key goals are: 

1. to protect our officers and employees from injuries arising out of or occurring in the 

course of their employment; and 

 

2. to be recognized by our officer and employees and the wider community as a leader in 

the promotion of a healthy, safe and friendly working environment. 

 

 This will be accomplished by: 

1. Affirmative efforts of Managers/Supervisors to prevent workplace injuries. 

2. Efforts for prompt diagnosis and treatment of work-related illnesses and injuries. 

3. Timely submissions and analyses of accident/incident reports. 

4. Injured Officers or employees reporting to the designated health care facility for the 

initial evaluation, in most instances. 

Any injury or illness to an Officer or employee must be reported by use of the Department of 

Human Resources’ Accident/Incident Report Form immediately following the incident, within 48 

hours. 

All injuries, no matter how minor, must be reported (once it falls within the parameter for 

reporting). The Officer or employee is responsible for initiating the process and must notify his/her 

immediate supervisor of the incident. The supervisor and the departmental managers are 

responsible for ensuring an incident report form is completed and the monitoring of the incident 

reporting process. 

 

III. LEGISLATION 

 

The reporting of accidents or death at work is a legal requirement under Part IX Health, Safety 

and Welfare, Section 156 of the Virgin Islands Labour Code, 2010.  The Workplace Health and 

Safety Policy and Procedure Manual is informed by the Labour Code 2010 and is a statutory 

requirement. 

 

 

IV. PURPOSE OF THE GUIDE 

 

This guide is designed to help Officers and employees better understand the management 

process for occupational accidents and incidents.  

 

Several documents inform this guide including the Labour Code, 2010, the Workplace Health 

and Safety Policy, General Orders and the Public Service Commission Regulations and Officers 

and employees should become familiar with all documents. 
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V. THE INCIDENT REPORT 

 

An incident report is the first official correspondence that serves to communicate an 

occupational incident, accident, illness or near miss. It does not form part of the Officer’s or 

employee’s medical record but does become part of the employee’s personal file.  

 

Incident Reports help Managers and Supervisors to identify trends and assists with the 

identification of training needs, in addition to the following: 

 

 Informs the administration of accidents/incidents so management can plan to 

mitigate/prevent future occurrences. 

 

 Identifies and helps prevent future accidents and injuries. 

 Ensures thorough reporting and investigation of accidents, illnesses, near misses and work 

related violence, verbal, physical, sexual abuse or threatening behaviour. 

 Flags workplace incidents which may require consideration, investigation, and or 

corrective measures. 

 

 Provides evidence for matters which may become illegal. 

 

Incident reports may be read by various authorized persons assisting with your particular case 

and may also become evidence in legal proceedings. It is therefore important to strictly follow 

the guidelines for completion.  Always utilize the additional space on the form to provide more 

in-depth information if necessary or to elaborate on the incident. Document the incident as it 

occurred, do not speculate or give your opinion. Only provide facts. (See Tips for Reporting 

Incidents on pg 6). 

 

VI. APPLICABILITY  

These guidelines are applicable to all Public Officers, employees, clients, contractors, suppliers, 

visitors, neighbours and the general public. 

 

 
VII. WHEN TO REPORT  

 

This section outlines the procedure which is to be adopted by all Public Officers or other persons 

present in the workplace, who have been involved in an accident or a near miss.  

 

Incidents which MUST be reported and documented include: 

 

a. Reportable Accident – an event which causes the death of an officer or employee or 

which results in his/her disability for more than 3 days or any other person present in the 

workplace.  An example may include: a fall resulting in a fracture, amputation or serious 

laceration.  

 

Several factors determine reportability including the need for medical treatment.  

However, regardless of treatment, if the injury/illness involved loss of consciousness, 
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restriction of work or motion, transfer to another job or termination of employment, the 

injury is deportable. 

 

b. Dangerous Occurrence – an unplanned event which did not cause injury to a person or 

damage to property, but it had the potential to do so. Examples include: articles falling 

near to people, short-circuits on electrical equipment or an explosion. 

  

The following covers reporting and recording procedures for Departmental Manager/or 

Designated Officer or employee and Non-Officer or employer. Suitable information and 

training must be accessible to all personnel regarding accident investigation and 

reporting. 

 

c. Work-related Violence - any incident, in which a person is abused includes threatening 

behavior / verbal, physical, or sexual abuse etc.), threatened or assaulted in 

circumstances relating to their work. These matters are always referred to the Employee 

Relations Unit. 

 

d. Accidents involving Visitors, Clients and Contractors 

 

Supervisors/Managers will assist such persons in completing the reporting form and assist 

them with receiving immediate medical care if necessary.  All other reporting 

procedures apply. 

 

e. Near Misses- If an officer or employee could have potentially been hurt, through a trip or 

slip; such instances should also be reported.  The purpose of reporting near misses is to 

help prevent the probability of a person being injured. 

 

 

f. Accidents Reportable to the Labour Commissioner 

The Department of Labour requires that a copy of the report is received by the Labour 

Commissioner within 48 hours of the occurrence of all reportable incidents.  

If an Officer dies while on duty, his/her Head of Department or most senior Officer available 

at the time should immediately call the Director of Human Resources and email a scanned 

copy of the report to mdonovan-stevens@gov.vg and hrmail@gov.vg concurrently with the 

dispatch of hard copies to meet this requirement within 24 hours. 

If an injury/illness results in disability of an Officer for more than 3 days, the manager must 

within 24 hours, report the details of incident via email to the Director of Human Resources, 

who will inform the Labour Commissioner, the Joint Workplace Safety and Health Committee, 

the Officer or employee’s safety representative and any recognized association or Trade 

Unions. 

Managers/Supervisors must also report the following, within 24 hours, to the Director of 

Human Resources; first by a telephone call and then via email who will then report the 

following to the Labour Commissioner: 

i. Other accidents, fires, and explosions; 

ii. The collapse or failure of any building or structure; and  

iii. Any accident with machinery or plant which results in the cessation of 

work beyond the shift or day on which the accident occurred.  

mailto:mdonovan-stevens@gov.vg
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The Head of Department must launch an immediate investigation into the cause of the         

incident and submit a report to the Director of Human Resources within 7 days. 

g. Non-recordable injuries/illnesses  

 

Non-recordable injuries/illnesses can be distinguished by the level of medical treatment 

required/provided.  A certain degree of discretion should be exercised when reporting. For 

example, a paper cut might not require reporting, but getting cut from a guillotine is definitely 

reportable.  

 

VIII. WHO SHOULD REPORT 

 

The injured person, Supervisor or a designate should complete the incident report form; 

however, the form must be signed by the Officer or employee as soon as it is practical, based on 

the situation.  The Manager or Supervisor is also required to complete Section B of the form. Each 

witness should file a signed separate report.   

 

IX. TIPS FOR REPORTING INCIDENTS 

 

1. The form is incomplete if all parts are not completed. Incomplete forms will be returned.  

These forms become a part of the employees’ personal file. 

 

2. Report essential information, such as the identity of the person involved in the 

incident/illness or near miss and the exact time and place of the incident and who was 

notified. 

 

3. Document any unusual occurrences witnessed i.e., smells, temperature, weather 

conditions etc. 

4. Record the events and the consequences with detailed information for a determination 

to be made by the Supervisor, HSC or JWHSC if an investigation is required. 

 

5. Describe only what you saw and heard including the actions you took to provide care at 

the scene.  For instance, unless you saw an Officer or employee fall, write “found Officer 

or employee lying on the floor”. Share your opinions with your supervisor later where 

appropriate and relevant. 

 

6. Do not admit that you are at fault; blame someone else, or an organization including 

Government as this will be determined through an investigation.   

 

7. Include signed detailed statements from eye witnesses.  

8. Descriptions of remedial actions taken immediately or proposed to be taken should be 

given by the Supervisor /Manager. 

 

9. Use the Incident Report if an Officer or employee is taken to the Hospital or is seen by a 

doctor, (NB the incident report should not be placed on the Officer or employee’ 

medical record). 

 

10. Submit the incident report to the Director of Human Resources immediately but no later 

than 48 hours following the incident. Completed and signed forms can be emailed to 

hrmail@gov.vg. 

 

mailto:hrmail@gov.vg
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X. PROCEDURES & RESPONSIBILITIES 

 

a. Officer or Employee Responsibility 

 

Any injured Officer or Employee is responsible reporting the incident immediately to their 

immediate Supervisor or the most Senior Officer on duty.  Injured Officers are to complete Part A 

of an Incident Report Form and sign it.  If the Officer or employee is unable to complete the form 

a supervisor or manager will assist. When the form is completed and signed, the Officer or 

employee gives it to the supervisor for completion. If an Officer or employee has suffered a 

serious injury/illness, he/she should be taken directly to the Peebles Hospital emergency care 

facility or nearby clinic. All paperwork should be completed as soon as possible thereafter. 

Recommendations and appropriate changes shall be discussed with the supervisor and 

necessary corrections will be implemented to prevent further occurrence. 

A copy of the form is to be kept on the officer or employee’s personal file and the original is sent 

to the Department of Human Resources. If an Officer or employee requires medical treatment, 

he/she should take the form with him/her to the doctor.  NOTE: The form does not become part 

of the Officer or employee’s medical record. 

 

  b. Heads of Department 

 

Must develop in-house methodologies, standards operating procedures (SOPs) and other 

guidelines constituting “safe systems of work”, to supplement the policies, support the guidelines 

and procedures contained in the Health and Safety Policy. 

 

Thoroughly review all Accident/Incident Investigation reports for his/her department. Periodically 

discuss emerging trends. 

 

Ensure that immediate and underlying and/or root causes are found, recommendations are 

pertinent to the seriousness of the accident/incident, the supervisor has signed off on the 

investigation, and that the required follow up actions have been completed.  

 

Ensure that completed Accident/Incident Investigation reports are forwarded to the Director of 

Human Resources and the Labour Commissioner, and in all cases which result in critical or 

reportable injuries that this is done immediately, and in NO CASE longer than within 7 days of the 

accident / incident.     

 

In cases where the investigation cannot be concluded within 7 days, a preliminary report can 

be submitted within 72 hours to the Director of Human Resources and the Labour Commissioner 

indicating that a thorough report will follow. 
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c. Departmental Manager/Supervisor’s Responsibility 

 

Ensure that all workers under their supervision are aware of the requirements for Accident and 

Incident Reporting, as well as the Investigation procedures. 

 

Upon receiving any report of an incident, written or oral, the supervisor shall conduct an 

investigation and complete an “Injury/Incident Investigation Report” form for submission to the 

Director of Human Resources within 24 hours of completing the investigation.  The supervisor shall 

take action to implement corrective measures immediately once the investigation reveals such 

actions are necessary. Supervisors shall complete part B of an Incident Report Form and ensure 

that it is submitted to the Director of Human Resources.  

 

Reports of all incidents or near misses should be discussed during Team meetings to prevent 

reoccurrences of the same. Caution should be taken not to humiliate or unnecessary disclose 

incidents and persons involved in an incident unnecessarily. Managers are also required to keep 

a log of all workplace accidents/incidents to identify trends and quarterly reports shall be sent to 

the Director of Human Resources. 

 

Implement a risk management approach to the findings of all accident and incident  

Investigations so that any hazards identified are eliminated or, where that is not reasonably 

practicable, minimized by the application of the Hierarchy of Controls. 

 

Ensure that agreed preventative and corrective actions are implemented, monitored and 

reviewed for effectiveness. 

 

Maintain and manage the privacy and confidentiality of personal and health information 

pertaining to an injured worker or person. 

 

d. Human Resources Manager 

The Human Resources Manager is responsible for keeping an accurate record of all incidents 

and preparing quarterly reports for submission through their Head to the Director of Human 

Resources; ensures that incident reports are completed, and a copy forwarded within 48 hours 

of the incident to the Director of Human Resources. 

Assist Officers, or clients when necessary with the filing of incident report forms. HRMs shall also 

work closely with the Department of Human Resources to identify training based on trends or 

identified needs.   

HRMs, working in close collaboration with HR Business Partners will also assist employees with 

being reassigned when medically necessary and report all Ministry portfolio reassignments to the 

Director of Human Resources. 
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e. Health and Safety Coordinator Responsibility 

 

The Health and Safety Coordinator (HSC) is primarily responsible for providing guidance and 

support in the processing of matters related to health and safety.  

The HSC reviews all submitted Incident Report Forms for completeness and ascertain whether 

further information is required or if the matter requires investigation and advise the Manager/ 

Supervisor and Officer/Employee accordingly. Forms found to be incomplete will be 

immediately returned to the department for completion.  

If an investigation is warranted, the Health and Safety Coordinator (HSC) will collect information 

concerning the incident, conduct interviews with any witnesses and recommend actions to 

prevent recurrence; this may include training, signage, etc.  The Health and Safety Coordinator 

can also engage the Joint Workplace Health and Safety Committee on matters for their 

attention and advice. 

HSC also keeps a record of all reported incidents and tracks trends for the purpose of planning 

the appropriate actions i.e. training etc. 

 

XI. BENEFITS APPLICABLE TO OCCUPATIONAL INJURY AND SICKNESS 

 

i. Sick Leave Entitlement 

 

In accordance with General Orders 6.27, an Officer who is permanent and pensionable may be 

granted sick leave on full salary up to a maximum period of 6 months during any 12-month 

period. Thereafter, if necessary, further extension of sick leave may be granted on full salary at 

the discretion of the Governor, where the Governor is of the opinion an officer is suffering from:  

  

a. An injury sustained when in the execution of his/her duties; or 

b. An illness caused by or directly attributable to the nature of his duties 

 

If an Officer has been on extended sick leave (greater than 2 weeks), then that Officer must 

secure medical clearance from their physician prior to returning to work, certifying their fitness to 

work.  A copy of this medical certificate must be submitted to the Compensation and Benefit’s 

Unit in the Department of Human Resources. 

 

ii.  Social Security Employment Injury Benefits 

 

Under the Social Security Act, Officers are entitled to the following benefits: 

 

1. Injury Benefit 

2. Medical Expenses  

3. Disablement 

4. Funeral and 

5. Death  

 

Officers who experience an occupational injury or illness are entitled under the Social Security 

Act to Employment Injury Benefits. Officers should complete the Social Security Board’s (SSB) 

Employment Injury Form; have it signed by their respective Supervisor and attach the required 

supporting documents such as doctor’s report and medical receipts for submission to the SSB. 
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NB: Once an officer has a medical report to substantiate an occupational illness or disease, it 

would be a violation of the Officers’ rights for a supervisor to refuse to sign the SSB Employment  

Injury form.  Please note that forms must be submitted to SSB within 30 days of the incident to be  

considered. Receipts for out-of-pocket medical expenses should be submitted within 3 months  

of the date the expenses were incurred to be considered. Failure to comply with deadlines may  

result in forfeiture of benefits. Officers/Employees are encouraged to visit www.bvissb.vg for  

more information or call 494-3418 for the Benefits Unit. 

 

XII. Compensation Claim Procedures 

 

If, as a result of a workplace injury/illness, an Officer or Employee desires to seek compensation, 

then that Officer or employee or legal representative must write officially to request 

compensation the Director of Human Resources.  The Department of Human Resources will 

assess the claim to ascertain eligibility before it is advanced for legal advice. Should your claim 

be advanced for advice, once a response is received, that information will be communicated 

to Officer or employee within 14 working days.   

 

The following documents are required for the processing of compensation claims:  

1. Written request for compensation  

2. Incident Report Form 

3. Witness Statements  

4. Medical report/s and  

5. Any out-of-pocket receipts. 

 

NB: Officers seeking compensation may be required to present themselves to a medical board 

as part of the process. 

 

 

XIII. Relocation of Officers 

 

In situations where an officer may need to be relocated for any occupational or medical 

reason; the Ministerial Human Resources Manager will assist in finding a feasible location.  In such 

instances, the Director of Human Resources, HR Business Partners, Employment Unit and the 

Health and Safety Unit must be notified of ALL relocated Officers for occupational health and 

safety reasons. If the situation is due to an occupational illness and is prolonged for a period of 

three (3) months, the Director of Human Resources may require an officer to be medically 

assessed  to determine his/her capability of performing the functions of his/her office or any 

other office in the Public Service (G.O  6.28).   
 

 

 

In keeping with the beliefs and commitment of the Government of the Virgin Islands, as it relates 

to Occupational Health and Safety, the Department of Human Resources is committed to 

raising the standard and improving the practice of health and safety throughout the Public 

Service; as we continue to work towards Public Service Excellence.  

 

For copies of forms / documents or for more information, please visit the Department of Human 

Resources page on the Government’s portal at www.bvi.gov.vg or call the Health and Safety 

Unit at ext. 2178 or email hrmail@gov.vg. 

http://www.bvi.gov.vg/

