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How to handle and investigate an 
incident in the IA system as a manager 

Step 1 – Occurance 
Go to the Occurances tab, click on List events and click on the 
current event. 
 
If you have received a direct link via e-mail, you will be taken directly 
to the current event in the IA system. 

 
 
Read through the reporter's/employee's own text about the incident or 
risk observation. 

Step 2 – Investigation 
Then go to the tab Investigation. 
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Determine whether the incident needs to be investigated. Most events 
need to be investigated to find out why it happened and to be able to 
take action to avoid it happening again. 
 
If it needs to be investigated, tick the box Investigate.  
 
If it is not relevant to conduct an investigation, the box No 
investigation is ticked and you proceed to the next step. You then 
need to write an explanation of why no investigation is needed in the 
box Reason why no investigation is needed.  
 
If you are going to do the investigation yourself, move on to the next 
step. If someone else is going to do the investigation, fill in the 
person's name in the box Other investigator. If the health and safety 
representative or HR is participating in the investigation, fill in their 
name in the box Participants. Save your changes. 
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If you are investigating the incident, write a brief background to the 
incident, how the case has been handled and what the planning looks 
like for the future in the Investigation box. 
 

 
 
Example of text: 
 
Background: The new building of the Faculty of Medicine has 
recently been opened and the workplaces in building F can be 
reached through its main entrance. (Date), the employee concerned 
stumbles outside this entrance and injures his hands, wrists and knees. 
The injuries consist of a sore palm and a sore knee. It appears at the 
time that there is a difference in level between laid stone slabs on 
either side of the entrance and that this caused the accident. 
 
How the incident is handled: The employee informs their manager, 
Chef Chefsson, who immediately reports the incident to Operational 
Support, which is the infrastructure responsible for the maintenance 
of the property. Operational Support in turn contacts Akademiska Hus 
(the building owner) and explains how the accident happened and 
what caused it so that appropriate measures are taken, see case 
number XXX.  
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Chef Chefsson engages the HR/Work Environment Coordinator, and 
in a meeting, the affected employee, manager, health and safety 
representative and HR discuss the incident itself, what caused it and 
how it could have been avoided. This is documented in this 
investigation and in the measures taken.  
 
The employee is encouraged to report the incident to AFA Insurance 
in order to receive any compensation for e.g. destroyed clothing, any 
future medical costs, etc. Together, a report of an occupational injury 
is also made to the Swedish social insurance agency 
(Försäkringskassan) via the IA system (see the tab Claims). 
   
PLANNING AHEAD: Planned measures are implemented and then 
followed up in a joint meeting with the affected employee, manager 
and health and safety representative (see the tab Actions and Follow-
up). Affected parties will receive continuous information during the 
work. 
 
Remember that when the investigation is complete, it needs to be 
marked as done by ticking the box Investigation completed. Save 
changes. 
 
 

 
 

Step 3 – Actions and follow-up 
When you have filled in the investigation text, go to the tab Actions 
& Follow-up. 
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Here you can see the employee's proposed action or action taken. 
 

 
 
If no action is to be taken, tick the box No action. You then need to 
write an explanation of why no action is taken in the box Reason why 
no actions are needed.  
 
If you want to take action, click the New Action button. 
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Under Actions, you document the actions that are to be or have 
already been carried out in the case, who will carry them out, when 
they should be completed, etc. Save changes. 
 
 

 
 
When the actions have been completed, you must mark them as done 
by ticking the box Completed. Save changes. 
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When an action is completed, you as a manager must carry out a 
follow-up of the case under the heading Follow-up. 
 
 

 
 
You must also inform employees and health and safety representatives 
as well as other people who have been involved in the case. If the 
actions have had the desired effect, you can now close the case by 
ticking the box Actions have had effect and the box Completed. 
Save changes. 
 
In exceptional cases, cases can be closed before all actions have been 
implemented. An example is if these are located in, for example, 
Akademiska Hus' area and it takes a while before the actions are 
implemented. Another example is in the event of an accident with sick 
leave, the handling of the case can be transferred to other systems, 
such as Adato and then be closed in IA. Have a discussion with your 
work environment coordinator/HR about the appropriateness of this. 
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The health and safety representative must also mark the case as 
complete by ticking Yes under the heading Ok when they have been 
informed that actions have been taken and had the desired effect. It is 
only when the health and safety representative has done this that the 
case is registered as ready in the IA system. Save changes. 
 
 

 
 

Step 4 – Claims 
 
Some incidents, such as accidents, must be reported to other parties. 
Under the tab Claims, you can make these reports directly in the 
system. If you need help with this, contact your HR partner or work 
environment coordinator. 
 

 
 
Under Claim on Försäkringskassan (FK) 
If you are a manager with personnel responsibility, you have an 
obligation under the Social Insurance Code to report occupational 
injuries that have affected employees to the Swedish social insurance 
agency, Försäkringskassan. The report is made in consultation 
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between the manager, the employee and the health and safety 
representative. See more info under "When". 
 
Under Claim on AFA Insurance (PSA) 
Encourage the employee to request compensation from AFA 
insurance. See more info under "When". 
 
Under Claims on other external parties 
Here, as a manager, you make a report to the Swedish work 
environment authority, Arbetsmiljöverket, as soon as possible. It is 
important that the report is made on the same day as the incident 
occurs (within 24 hours). This applies to serious incidents and it is the 
manager who is responsible for this being done. Get support from 
your HR/work environment coordinator in this! 
 

 

 
Good to know 

• The IA system does not send any confirmation to the 
employee who reported an incident. Therefore, contact the 
employee who reported the incident and confirm that you have 
received the case, unless the employee has informed you 
before the report has taken place.  
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• The local health and safety representative/chief health and 
safety representative can see reported incidents in the IA 
system, but cannot see who has reported the incident. 

• In the event of victimisation/harassment, these must be 
reported in the IA system for the sake of statistics, but without 
any names being given. After that, the case is handled in the 
W3D3 registration system. 

More information 
 
For more information go to Tillbud och arbetsskada | HR-webben (in 
Swedish). 

https://www.hr-webben.lu.se/arbetsmiljo/tillbud-och-arbetsskada
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