
When a workplace accident or incident occurs, the goal of your investigation is to find the fundamental or root cause(s) of the incident 
and make the appropriate changes so that the incident doesn’t occur again. Below are some tips to help you focus on the issues 
necessary to achieve that goal:

• At a minimum, an accident investigation should occur after any first aid or emergency response has been initiated.  A “best 
in class” process includes investigations of incidents that could have caused injury, but fortunately did not.

• Take care of your employee FIRST - don’t interfere with medical care to interview an employee.

• Secure the scene.  While first making sure another injury doesn’t occur,  keep the scene as it was when the incident 
happened until the investigation can be completed. Yellow tape or some other method to barricade the area is helpful.

• Inspect and investigate the area immediately, but don’t try to recreate the incident.  Take pictures and video if applicable 
to the situation.  You may want to have disposable cameras available for that purpose.

• Document facts not opinions; your goal is to determine what happened, without placing blame.

• Take witness statements as soon as possible.  The longer you wait, the less accurate the report will be.

• Be sure to take statements individually.  When witnesses talk to each other, their individual minds have a tendency to look 
for common ground, rather than report what they actually saw.   

• Document your findings in an Incident Report and/or Accident Investigation Report.  Be specific and detailed.

• Assess the full scope of the injury, based on the information you have.  What body parts were affected?  How severe does 
the injury appear to be? 

• Ask questions until you’ve uncovered each level of causation.  This may include company policies and procedures, 
personnel actions, training (or lack of training) or environmental factors.

• Was the accident caused by unsafe conditions, unsafe acts, or both? 

• There are often multiple causes for an accident.  What directly caused the injury? What, in combination with the direct 
cause(s), contributed to the injury?   What was the ultimate factor that contributed to the injury?

• Implement corrective actions as soon as practical.

• Share what you learned with other departments or locations.

• Hold somebody responsible for ensuring the implementation of corrective action.

• Follow up!
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This document provides general information and suggestions related to workplace safety programs only. State requirements and individual workplace 
conditions and circumstances vary, and the information contained herein cannot replace or substitute for the services of trained professionals. Although 
the information contained herein was obtained from sources believed to be reliable, Key Risk makes no warranty and assumes no liability or responsibility 
for the correctness, sufficiency, or completeness of this information or any damages incurred resulting from the use of this information.

Key Risk is a member company of W. R. Berkley Corporation.  Products and services are provided by one or more insurance company subsidiaries of 
W. R. Berkley Corporation. Not all products and services are available in every jurisdiction, and the precise coverage afforded by any insurer is subject 
to the actual terms and conditions of the policies as issued.

For more information please contact your Risk Management Specialist or email us at riskmanagement@keyrisk.com.
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