Investigation of Incident: Injury, Accident or Hazard
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Date of  Incident: ___________________________

	Brief description:




People who were involved in or witnessed the incident:

	Name
	Address (mailing or e-mail)
	Telephone

	
	
	

	
	
	

	
	
	


	Task or job being performed at the time:

	When and how was the person (or the people) performing the task trained on it?

	What machinery, power tools, or hand tools were being used:

What equipment was in use (ladders, panel lifters):



	Did any of the tools or equipment contribute to the incident happening?  If so, how?



	Was the tool or equipment being used improperly?

	List any safety rule that applied to the situation (including the need to wear Personal Protective Equipment – PPE)


(Indicate after each rule if it was being followed):



	If the safety rule wasn’t being followed, how common is that during the task/job involved?



	What do people performing that task/job say are the reasons they don’t follow the rule?  (for example: safety equipment wasn’t available, PPE gets in the way or is uncomfortable)



	For each person not following the safety rule, list the change they would suggest making to that rule:



	What else did the people involved in or witnessing the incident say could have been done to avoid it?




Follow-up Actions

· Make appropriate changes to the workplace, tools or equipment.

· Make appropriate changes to the task or job process.
· Retrain people, if necessary

· Discuss the incident with all employees at the next safety meeting.  (Schedule a special meeting to get the word out, if that’s appropriate.)
· Make changes or additions to your Accident Prevention Plan
· Add items to your self-inspection program.  Make periodic checks to ensure the conditions that caused the incident aren’t happening again.
Important Notes:





 Conducting a thorough and objective investigation of an accident or an injury is the only way to ensure that it doesn’t happen again.  





 “Near misses” and unsafe conditions that people have reported should be taken as seriously – and investigated as thoroughly – as those incidents in which people were injured or equipment was damaged.  The fact that they were “freebies” doesn’t make them any less important!





 The investigation should NOT be conducted in order to “find who is to blame.”  That would only interfere with your getting to the root causes of the incident and ensuring that it doesn’t happen again.
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