
Should an accident 
or incident occur in 
your workplace, an 
investigation 
should be 
conducted to 
determine the  
cause and identify 
actions to help 
prevent future 
incidents. 

help.

Lower employee turnover

Research shows that training reduces employee 
turnover by improving employee engagement. 
DSP’s with good opportunities for employees to 
learn new skills, acquire knowledge and develop 
their strengths can encourage more engagement 
from their employees. Employees choose to invest 
in the companies that invest in them.

Higher job satisfaction

Training can also improve job satisfaction by giving 
employees a sense of purpose in their role and clear 
opportunities for progression. Companies with 
higher rates of job satisfaction have been found to 
have better organizational performance overall, 
making investment in training worth the cost.

General precautions
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HOW SHOULD AN INVESTIGATION BE 
CONDUCTED?

When investigating an accident or incident, 
employees should:

• Arrange for rescue or first aid

• Keep DSP employees calm

• Preserve the scene and evidence of the 
accident or incident

• Contact your supervisor or manager

• Take notes on the scene of the accident or 
incident

          - Notes can include sketches, photos,  
            diagrams, etc.

          - Notes should include factors like 
            environment, behavior, and equipment

• Conduct interviews with the victim, 
eyewitnesses, witnesses, and other 
employees who are knowledgeable about 
the area or task

• Look at documentation including 
maintenance logs, training logs, schedules, 
safety procedures, etc.

• Analyze the data

• Create and submit a report

          - The report should include recommended     
             corrective actions

• Implement corrective actions

• Follow-up on corrective actions

Accidents and incidents can happen in any 
workplace at any time. After an accident or 
incident occurs, an investigation into the 
accident or incident should be conducted. 
An investigation is not conducted to place 
blame, but rather to find the cause and to put 
corrective actions in place to prevent  
incident in the future.

WHEN SHOULD AN ACCIDENT OR INCIDENT 
BE INVESTIGATED?

An accident or incident should be investigated 
when there is a near miss (a case where an injury 
did not occur, but if something had been different 
an employee could have been injured) or when 
there is an injury or illness.

An investigation should start immediately after the 
accident or incident occurs; however, if it cannot 
be immediately investigated, the investigation 
should start no later than 24 hours after the 
accident or incident.

WHO SHOULD BE ON THE INVESTIGATION 
TEAM?

An investigation team will usually be comprised of:

• Safety officers

• Management

• Supervisors

• Employees

• Outside accident/incident investigation 
officers



The information in this publication was compiled from sources believed to be reliable for informational purposes only. 
All sample policies and procedures herein should serve as a guideline, which you can use to create your own policies 
and procedures. We trust that you will customize these samples to reflect your own operations and believe that these 
samples may serve as a helpful platform for this endeavor. Any and all information contained herein is not intended to 
constitute advice (particularly not legal advice). Accordingly, persons requiring advice should consult independent 
advisors when developing programs and policies. We do not guarantee the accuracy of this information or any results 
and further assume no liability in connection with this publication and sample policies and procedures, including any 
information, methods or safety suggestions contained herein. We undertake no obligation to publicly update or revise 
any of this information, whether to reflect new information, future developments, events, or circumstances or otherwise. 
Moreover, Zurich reminds you that this cannot be assumed to contain every acceptable safety and compliance 
procedure or that additional procedures might not be appropriate under the circumstances. The subject matter of this 
publication is not tied to any specific insurance product nor will adopting these policies and procedures ensure 
coverage under any insurance policy. Risk Engineering services are provided by The Zurich Services Corporation.

©2024 The Zurich Services Corporation. All rights reserved. Resilience Solutions

HOW SHOULD EMPLOYEES PRESERVE THE SCENE?

After an accident or incident has occurred, the scene should 
not be disturbed. To preserve the scene, employees should do 
the following:

• Tape, isolate, or cone off the area.

• Do NOT touch or remove the evidence at the scene. 
Unless someone is in immediate danger, items should 
remain as they are until the investigation team has given 
the OK for cleanup.

• Take photos or draw sketches of the scene.

HOW SHOULD INTERVIEWS BE CONDUCTED?

• Conduct the interview in a private place.

• Inform the employee that they can have an employee 
representative present if one is available and it is 
appropriate for the interview.

• Inform the employee that the interview is not to place 
blame, but to get the facts and find the root cause so that 
future accidents can be avoided.

• Take notes or use a recorder during the interview. If you 
use a recording device, remember to get the interviewee’s 
consent before using it.

• Listen and do not interrupt the employee while they 
explain what they know about the accident or incident. 
Offer a blank piece of paper or sketch pad to the 
employee to use as a reference.

• Ask clarifying questions to fill in any missing information.

• Repeat back to the interviewee the factual information and 
correct any inconsistencies.

• Ask the employee what they think could have prevented 
the accident or incident.
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LOOKING OVER DOCUMENTATION

Before or after interviews, the investigation team should 
look at all relevant documents associated with the 
accident or incident. Such documents include:

• Maintenance / Inspection logs or records
• Training logs or records
• Schedules
•  Safety procedures

WRITING THE REPORT

When writing the report, DSP employees should use the 
information gathered to identify all root and secondary 
causes of the accident or incident to create corrective 
action recommendations. The corrective actions should 
be unique to the accident or incident with a reasonable 
time frame of implementation.

CONCLUSION

Accident or incidents that occur need to be investigated. 
Investigations are not to be used to place blame, but 
rather to find and eliminate the root cause of the accident 
or incident. These investigations are a team effort and it is 
a process that should not be rushed.




