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Preventing accidents and ill-health at work is mandatory
according to Swedish law.
The following section is extracted from AFS 2001:1, Systematic work
environment management:

In order to meet the legislative requirements, KI has implemented a webbased system for handling of incident reports related to work environment.
This incident report system is accessible via “Internwebben”.
All co-workers and students with a KI-id shall report work-related risks,
near-accidents and work-related injuries (work-related accidents and workrelated diseases) in the incident report system. All incidents related to
work environment requires that the person making the report selects the
accountable manager as recipient of the report.
As manager/leader you are responsible for the investigation and
prevention of near-accidents and work-related injuries for your
employees.
The following five pages is a manual for how you, as manager/leader,
shall act when you receive an incident report via e-mail.

The Manager’s Investigation part 1.
After a co-worker assigns you as his/her manager in a work
environment report, you will receive an e-mail that looks like this:

When you click on the link in the e-mail you will arrive on the page
”My manager cases” in the system.

In the column ”Status” you see where in the process this case
is located. When you have accepted the case, the status will
change to ”The manager’s investigation” and once you have
finished the investigation the status will change to
”Assessment”.
Click the serial number, in this case I-2016-00022, in order to
open the report.

The Manager’s Investigation part 2.
The original report is visible on the page including any files that
have been attached to the report.
Your first decision is whether to accept, redirect or decline the
case.
If you select “Redirect” you will be able to select the appropriate
manager in a search window. If you select “Decline” the case will
be directed to a central administrator. If you select ”Accept” you
will proceed to the next step in the process of investigation.
When you have made your decision, click ”Apply” at the bottom
right.

The Manager’s Investigation part 3
After accepting the case, you will arrive at the investigation page.

At the top you may add
“Actions” to the
investigation.
The seven following
questions are mandatory.
You may attach files here
(e.g. photos, action plans,
copies of the report to
Arbetsmiljöverket and/or
Försäkringskassan).

Further down on the page
you will find the original
report.
Down to the right you have
the option to ”Save” or
”Submit” your investigation.
N.b.! You cannot edit the
investigation after
submission. If you plan to
return at a later time to
complete the investigation,
select ”Save”.

The Manager’s Investigation part 4.
You may assign actions to other persons within the organization.
Select ”Add Action”. Complete the fields ”Description”,
”Planned completion date”, ”Assigned to” and press “Ok”.
Once the action has been completed by the assignee you will
receive an e-mail.

Search for the
correct person
by entering full
name.

The Manager’s Investigation part 5.
The seven mandatory fields (*) must be completed before
submission.
Try to be constructive and describe the actions that have been
implemented and planned in order to prevent a recurrence of the
incident. There is room for detailed descriptions within the fields.
As stated earlier, you can attach files, photos etc.
Regarding accidents to/from work there is no demand on a proper
investigation. In this case managers only have the responsibility to
report to Försäkringskassan and to the landlord if the accident
occurs on a Campus area due to poor maintenance e.g. snow
removal. Fill in the actions in the system.
Once the investigation is submitted, the case will be filed and
included in the statistics used by both local Work environment
groups and the university administration when planning strategic
measures to improve the work environment at KI.

