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Mishap Investigation, Reporting, and Recordkeeping

Ref:   (a) OPNAVINST 5100.23 Series

          (b) OPNAVINST 5102.1 Series

1.  General.  Mishap investigations aimed at determining how and why the event occurred are necessary to prevent future occurrence of similar events.  On-duty mishap investigation, reporting and recordkeeping requirements for active duty Navy and civilian personnel are contained in Chapter 14 of reference (a).  Information regarding reporting of mishaps involving recreation, athletics and home safety, military off-duty, motor vehicles and explosives mishaps is contained in reference (b).  A safety investigation of every mishap, both major and minor, shall be conducted.  The Work Center Supervisor shall conduct the initial investigation.  In all cases, the safety mishap investigation shall be independent and separate from any other type of investigation.  Information gathered during a mishap investigation cannot be used in Line-of-Duty or misconduct determinations, and witness information will be used ONLY for safety purposes. 

2.  Requirements
      a.  The Safety Office shall train Supervisors regarding mishap investigations and reporting requirements.  Supervisors, in turn, shall indoctrinate all subordinate personnel, especially new arrivals on the same criteria.  

      b.  Personnel shall report all mishaps, as well as “near misses”, to their immediate supervisor.  

      c.  The Supervisor’s Report of Civilian Military On-Duty/Off-Duty Injuries/Illnesses/Deaths form, Tab A, shall be completed by the supervisor and used to help gather the essential facts used in the investigation.  The supervisor shall submit their report to their Safety Office within 5 working days of the mishap.  In the cases involving a Japanese National Employee, the CFAY advanced mishap report, Tab B,  must be completed and submitted to the Safety Office within 3 working days of the incident followed by the CFAY supervisor’s report.  Tab C  provides a flow chart that can be followed to report on duty occupational related mishaps.

      d.  The Safety Office shall ensure proper investigation of all mishaps and review all investigation reports.   If additional information is required, Safety Office personnel will advise the Work Center Supervisor.  

      e.  Commanding Officers shall review, as a minimum, all lost time mishaps that require submission of a shore safety investigation report (see paragraph 1408 of reference (a)).  The review shall involve safety, medical, compensation, and other management personnel, as appropriate.  The object of the review is to determine compliance with and adequacy of established NAVOSH standards and procedures, identify the underlying causes(s) of the mishap and take corrective action to prevent recurrence of similar mishaps.  

      f.  Personnel shall immediately report any mishap to their supervisor, as follows:  

(a) Military personnel must report all mishaps, both on and off duty.  

(c) Civilian personnel must report mishaps that only occur on duty.  

3.  Injury/Illness Treatment (Civilian Employees Only).  The supervisor shall furnish OPNAV 5100/9, Dispensary Permit, to their civilian employees who need treatment for an injury caused by an on duty mishap (see Tab D).  Civilian personnel shall not visit the Navy medical treatment facility (MTF) without having obtained the form, except where necessary to avoid delay in treatment to the detriment of an employee.  In this case, activities may complete the form after the patient has been removed to the MTF.  
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Updated:  22 March 2004


Approved:  W. R. HAWKINS


                    CFAY Safety Manager


Effective Date:  Effective immediately
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