SAMPLE


Incident Investigation Checklist
Whenever an accident or incident occurs, there must be an investigation. This checklist will provide you with some key points for consideration when documenting the incident. Ensure that you follow your school’s health and safety policy when conducting an incident investigation.   
	Key Points for Consideration

	
	Take emergency action.

	
	Seek medical attention as required.

	
	Document name of individual(s) involved

	
	Identify instructional area or department and job title(s) as applicable.

	
	Document location, date, and time of the incident.

	
	Report the situation to your school administration.

	
	Record the injury on a first aid form.

	
	Report the injury or illness to WCB (within 72 hours) when applicable.

	
	Get a description of what happened (from witnesses and individuals involved).

	
	Provide a description of the injury or illness.

	
	Provide a description of damage to equipment, vehicle(s), or building(s).

	
	Identify the circumstance(s) that contributed to the incident.

	
	Examine physical evidence, such as equipment and material.

	
	Take photographs and/or collect and safeguard any physical evidence, if warranted.

	
	Make a sketch of the incident site.

	
	Talk to people directly involved and/or witnesses.  

	
	Obtain written statements, if appropriate.

	
	Identify causes, and determine corrective action.

	
	Suggest corrective measures in keeping with jurisdiction/school policy.

	
	File a copy of the incident report.

	
	Periodically check to ensure the problem has not reoccurred and has no chance of reoccurring.
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