
ACCIDENT/INCIDENT INVESTIGATION PROCEDURES  
  

The principal, director, or supervisor must investigate each accident or incident to determine 

the cause of the accident/incident and prevent future occurrences.  The investigation must be 

conducted as soon as possible to ensure the most accurate information.    

  

Steps to follow:  

  

1. Once the supervisor receives notice of the accident or incident, the supervisor, 

principal, or director should report to the scene of the accident.  If the supervisor, 

principal or director is not available, please contact Marybeth Hallman (321-2600) 

immediately.  If the employee has a life or limb threatening emergency, dial 911 

immediately and call Marybeth Hallman (321-2600 Ext. 20108).   

  

2. Find out the facts.  Ask the injured employee to explain exactly what happened.  If 

the injured employee is unable to respond, the supervisor should question anyone at 

the scene.  The supervisor should interview the injured employee when he or she is 

able to answer questions.    

  

3. Ask the injured employee to complete the incident report form and determine if 

medical attention is needed.  If so, please contact Marybeth Hallman to schedule 

an appointment with an approved provider.   

  

4. Survey the accident scene for any evidence.  For example, examine floors, walls, 

furniture, etc.  If a camera is available, take photos of the scene to assist with the 

investigation.  Determine the cause(s) of the accident/incident by asking why, what, 

where, when, who and how.   

  

5. Take immediate action to prevent future accidents.  Block off the area and/or remove 

unsafe equipment if necessary.  Contact the proper department for repairs or clean 

up.  Submit a work order, if necessary.    

  

6. Obtain names, addresses and telephone numbers for all witnesses.  Ask each witness 

to complete a witness statement immediately.  Question each witness individually to 

determine what happened.  Witness statements should be turned in the same day of 

the accident to ensure accurate information.    

  



7. Complete the Accident Investigation Form provided by the safety committee.  This 

form must be signed by the supervisor/principal/director and returned to Marybeth 

Hallman.  The safety committee will review each accident to ensure corrective 

action(s).   
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