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	ACCIDENT INVESTIGATION PROCEDURE
Prepared by Chief Executive Office, Risk Management Branch

Loss Control and Prevention Section

3333 Wilshire Blvd., Suite 1000, Los Angeles, CA 90010

Call (213) 738-2269 for additional information




The purpose of any accident investigation is to determine the cause(s) of the accident, identify any necessary corrective actions and implement those corrective actions timely.  This applies to employee accidents, accidents involving members of the public, vehicle accidents (including vehicle property damage), and losses involving property.
Cal/OSHA regulations require that all employers have a procedure to investigate occupational injuries/illnesses.  To comply with the regulations, your department’s Injury and Illness Prevention Program (IIPP) lists the accident investigation procedure.  Under the procedure, supervisors are responsible for investigate all occupational accidents.  

Why are you doing the investigation?

As a supervisor, you can gather information and conduct the investigation timely.  You possess the most extensive knowledge about the work environment and the personal background of the affected employees(s).  You also possess the greatest familiarity with the equipment, machines, and materials involved in the accident and know most about the standard work practices in the area. 

You are directly responsible for the health and safety of your employees in addition to the equipment, machines, and materials in the work area.  You can take the most immediate action to prevent an accident from recurring.  You also have the greatest opportunity to implement corrective actions.

How to conduct an accident investigation?

Assure your employees are trained to notify you promptly about all accidents.  If an accident involves the death or hospitalization of an employee, notify the department Safety Officer immediately.  Cal/OSHA requires departments to report accidents that involve death or serious injury/illness of an employee.  Your department Safety Officer would determine the applicability of the Cal/OSHA requirement and file appropriate reports.

I.  
Gathering Information

The first priority whenever an accident occurs is to deal with the emergency and ensure that any injuries or illnesses receive prompt medical attention.  The accident investigation should begin immediately thereafter.  Doing so ensures that details of what occurred will be fresh in people’s minds and that witnesses do not influence each other by talking about the accident.  It also minimizes the likelihood that important evidence is removed before the scene has been inspected.

While conducting an accident investigation, it is important to:

· maintain objectivity throughout the investigation;  

· discuss the accident with the injured person, but only after first aid or medical treatment has been given;

· talk with anyone who witnessed the accident and those familiar with conditions immediately before and after it occurred; 

· check or photograph the accident site and circumstances thoroughly; and

· examine appropriate physical evidence and existing records. 

General Interview Techniques

If possible, conduct the interviews at the accident site, where injured employees and witnesses can recall and point out details.  It is prudent to keep the interviews as private as possible by interviewing one employee/witness at a time.  This would prevent influence from other employees/witnesses.    

During the interview, put the interviewee at ease by being courteous and considerate.  Your role is to ask questions, listen carefully and take notes.  The use of a tape recorder should be avoided.  If a tape recorder is used, consent of the interviewee must be obtained.  

The employee/witness should be allowed to speak freely with minimum interruptions.  Open-ended questions (e.g., How did the accident happen?) should be asked first.  Closed-ended questions (e.g., Did you see the oil on the floor?) for clarification and verification should be asked at the end of the interview.

To minimize interruptions, do not make incidental remarks (e.g., Oh, Yeah!), interpretation (e.g., Are your saying that …?), or opinion (e.g., I think . . .).  Delay clarifications to the end of the interview.

Interview Injured Employee

If possible, first interview the employee(s) involved in the accident.  During the interview, avoid assigning blame or discuss disciplinary repercussions.  Additionally, do not promise any immunity from disciplinary actions.  

Ask the employee to provide his/her version of the accident.  Repeat the employee’s account when the employee has finished telling his/her version of the accident.  Ask the “why” questions (e.g., Why were you doing . . . ?) after obtaining all other pertinent information about the accident.  The delay is needed since these questions can make the employee defensive.

Interview Witnesses and Others
Strive to speak with anyone who witnessed the accident and those familiar with conditions immediately before and after it occurred.  Avoid getting hearsay information.  
Ask the witnesses about:

· Where they saw the accident occur

· When they saw it

· Who was involved

· What they saw

For many incidents or accidents, the witnesses would be other employees in the area.  Since these employees are familiar with the equipment, machines, and materials involved in the incident or accident, it is a good practice to ask them what they think could be done to prevent a similar accident.

Physical Evidence

Examine the equipment, materials, and/or work environment related to the accident.    Take photographs whenever needed. If there are technical questions, consult with appropriate experts.
Example 1:  if an employee slipped and fell, check:

· floor for damage or slipperiness, and

· illumination for the area. 

Example 2:  if an employee hurt his back while carrying boxes, check:

· weight of  each box, and

· distance carried.
Existing Records

Obtain and examine existing records as needed.  These records include, but are not limited to, training records, records on equipment such as work orders, maintenance logs, and operating manuals.  

II.
Determine the Causes

After all the information has been gathered and photographs taken, you must determine the cause(s) of the accident.  An accident can usually be attributed to one or more of the following causes:

A.  Unsafe Conditions

1. Equipment related causes (e.g., mechanical failure, defective equipment)

2. Conditions related to the work areas (e.g., wet/slippery floors, weather conditions)

B.  Unsafe Acts

1. Causes related to material handling/repetitive motion activities (e.g., unsafe posture, improper lifting practice)

2. Behavioral causes (e.g., failure to follow instruction, disregard of safety rules)

C.  Other Causes

1. Causes inherent to the task being performed (e.g., pursuit of suspect)

2. Causes inherent to the individual (e.g., pre-existing medical condition)
Underlying Causes

Unsafe acts and conditions listed above are often the results of deficiencies in the management system; and these management deficiencies are the underlying causes of accidents.  Here are some examples of underlying causes:

A.  Unsafe Acts

1. Employee unaware of the hazards


Underlying cause:  Lack of training

2. Employee unable to perform in a safe and healthy manner


Underlying cause:  Personal protective equipment was not provided

B.  Unsafe Conditions

1. Management was not aware of the hazard


Underlying causes:
a.  
Periodic safety inspections were not conducted 

b. The hazard was not identified during inspections

2. The hazard was not corrected


Underlying cause:  Delay in correction even though the hazard was known

Change Analysis

There are different techniques to determine the cause(s) of an accident.  One of the techniques is change analysis, which compares between:

· the manner a task was performed at the time of accident; and

· the manner the task should have been performed in order to prevent the accident.

This is a 6-step process:  
Step 1:
Define the accident situation (i.e., What happened in the accident?).  The information gathered from injured employee, witnesses, physical evidence, and existing records should enable you to define what happened in the accident (e.g., an employee slipped on a spill.).   
Step 2:
Define what should have happened in an accident-free situation (e.g., spill was reported to housekeeping, spill was cleaned up immediately, and employee paid attention to where he/she was going).  
Step 3:
Compare the Step 1 and Step 2.  
Step 4:
Identify and describe the differences between Step 1 and Step 2.  
Step 5:
Analyze each difference individually for its effect on the accident.  This would identify what was, and what was not, affected by the differences.  
Step 6:
List the possible causes and then determine the most likely causes.
The following is a flow chart of the analysis:
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   III.  
Corrective Actions

There are immediate, temporary, and/or permanent corrective actions that should be taken by department supervisors.  An example of an immediate action is evacuating all employees from a dangerous area.  An example of a temporary action is putting up warning tape around an accident area, and a permanent action is repairing a piece of equipment. 

To determine the appropriate corrective actions, staff must consider the causes of the accident, including the underlying causes.  Additionally, the following factors have to be considered:

· Feasibility

· Cost

· Impact on productivity

· Amount of supervision required

A feasible corrective action must be accepted by the management, supervisors, and employees.

To correct unsafe acts of employee(s), conduct appropriate employee training and observe employee actions.  Other actions may include personal counseling.  To correct unsafe conditions, the following three types of corrective actions are listed in the order of preference:

1. Engineering Control - e.g., repair the broken chair, pot holes, etc.

2. Administrative Control – e.g., move employees to another location

3. Personal Protective Equipment – e.g., provide respirator, safety glasses, etc.

IV.
Documentation

To assist your investigation, three different accident investigation forms are attached:  
1. For general use
2. For repetitive motion injuries

3. For material handling (e.g., lifting and pushing) injuries
Upon the completion of the form, please forward a copy to your department Return-to-Work Coordinator (for employee accidents) and to your Risk Management Coordinator (for other accidents/losses).
You may want to keep your interview notes, photographs, and other records for follow-up and future reference.

Photographs

Photographs provide documentation about what had happened, especially if the photographs were taken right after the accident.  Photographs should include:

· An overview of the accident site

· A close-up view of the accident site

· Equipment involved in the accident

· Provide adequate depth and height perception

Each photograph should be identified with the date and time the photo was taken and what it depicts.  For digital photography, it is a good practice to keep good notes in the field.  A hard copy of the digital photos should then be printed out as soon as possible.  
Caution:  Accident reports, including interview notes and photographs, could become admissible evidence in a legal proceeding.

V.  
Implement Corrective Actions

After the corrective actions are recommended, ensure those actions are being properly implemented.  The submission of a work order for repair does not mean the repair was conducted.  It is prudent to inspect the place or equipment to ensure proper repair.  Also, if training is part of the corrective actions, it is important to observe employees actions/behavior after training. 

What should you do if fraud is suspected?

If fraud is suspected, contact the Fraud Hotline at 1-800-544-6861 or Mr. Alex Rossi (arossi@cao.co.la.ca.us) of the Chief Administrative Office Risk Management Branch at 213-738-2154. 
APPENDIX I:  REPETITIVE MOTION INJURIES
Repetitive motion injuries (RMI), a.k.a. cumulative trauma disorders, are injuries resulting from stress or strain imposed on some part of the body from overuse and a task’s repetitive nature.  Carpal Tunnel Syndrome is an example of RMI.

The tasks that may cause RMI include typing, computer mouse use and recurring motions such as twisting, turning, and grasping.  Injured employees are not limited to office workers. 

RMI can also be caused by outside activities such as sports, hobbies, and a second job.  

I.  Gathering Information

For this type of injury, it is very important to interview the injured employee and his/her supervisor.  You may want to ask the following questions:

1. What specific tasks does the employee perform that result in injury?

2. How many hours per day/week does the employee perform these tasks?

3. Does the employee only perform these tasks during certain parts of the year?

4. How many months/years has the employee performed these tasks?

5. Does the employee have outside activities that may contribute to the injury?

6. Was an ergonomic evaluation conducted for the employee prior to the accident?   

7. Was the employee trained on ergonomics?

8. Is proper ergonomic equipment in place?

II.  Determine the Causes

RMI can usually be attributed to one or more of the following causes:

1. Lack of proper ergonomics equipment/furniture

2. Unsafe posture (e.g., employee fails to maintain neutral wrist posture while typing)

3. Lack of a departmental ergonomic program (underlying cause)

4. Lack of ergonomic training (underlying cause)

III.  Corrective Actions

Examples of the corrective actions for RMI are:

1. Perform ergonomic evaluations of the employee workstations and work practices;  if assistance is needed, contact the Chief Administrative Office Loss Control and Prevention Section at 213-351-5479

2. Train employees on ergonomics; training and other resource materials are available from the Chief Administrative Office Loss Control and Prevention Section

APPENDIX II.  MATERIAL HANDLING INJURIES
Material handling injuries are injuries resulting from handling objects and persons.  It is usually caused by a single event, like lifting a patient or a heavy load.  However, the injury can also be a result of the cumulative effect of bending and twisting in handling objects and persons.   A common material handling injury is back injury.

If the injury is a result of cumulative effect, the procedures for investigating Repetitive Motion Injuries as stated in Appendix I can also be used.

I.  Gathering Information

Gather information about the object/person that the employee was handling in the accident.  You may want to ask the following questions:

1. What is the weight of the person/object?

2. What is the size and shape of the object? 

3. How many employees were handling this person/object at the time?  

4. Was the employee using any equipment to aid his/her handling of the person/object?

5. Was the employee trained on proper body mechanics/lifting techniques?

6. What distance was the object carried?

One may estimate the weight of an object by using the following:

1. A gallon of water is 8.3 pounds  

2. A 500-sheet ream of paper is 5 pounds 

II.  Determining the Causes 
Big, heavy, and odd shaped objects are difficult to handle.   If the handling of such objects was involved in the accident, the employee might need to use carts, dollies, hand trucks, or other material handling equipments.  If the lifting of a person was involved, the use of lifting equipment might be needed. 
Material handling injury can usually be attributed to one or more of the following causes:

1. Improper handling/lifting techniques

2. Failure to follow instruction 

3. Unavailability of material handling equipment (underlying cause)

4. Lack of training (underlying cause)

III.  Corrective Actions

Examples of the corrective actions for material handling injury are:

1. Train employees in proper body mechanics/lifting techniques, including proper use of equipment

2. Ensure the availability of material handling equipment

Supervisor’s Investigation Report

of

Job Related Illness or Injury
	Date of Injury:


	Time:

AM               PM
	Location of Accident:
	Department:

	Employee’s Name:


	Work Shift: 
	Job Title:
	Supervisor:


1. How it happened?  Go to scene and reconstruct accident.  Ask what was done and how it was done.  Witnesses?

_______________________________________________________________________

2. What caused the accident?  List all facts and study situation at time of accident.  Was it procedure, material, equipment, environment, or other cause?

_______________________________________________________________________

3. How can similar accidents be prevented?  Training, new equipment, change of procedure, change of attitude, etc.

_______________________________________________________________________

4. What have you done to prevent similar future accidents?

_______________________________________________________________________

5. When did your department have its last safety meeting?
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Date



Number of employees attending

	Investigated by:
	
	Date:
	


	Telephone Number:
	
	Email:
	


MATERIAL HANDLING INJURY ACCIDENT INVESTIGATION REPORT

	Employee Name (as it appears on payroll) / Department, Branch, Section
	Date of Accident



	How did the pain from this injury develop?      □  Suddenly     □  Gradually

If GRADUALLY, did the employee report or complain of any physical problems or symptoms prior to the accident?   □  Yes     □  No

If YES, when and to whom?



	MATERIAL HANDLING INJURY

	Description of object / person being handled / lifted at time of injury

Approximate size:  __________________________       Approximate weight:  _______________________________

	Please describe handling / lifting techniques used.
	Did the injury involve?

Bending  
□   Yes 
□   No

Carrying      
□   Yes 
□   No

Lifting 
□   Yes 
□   No

Pushing               
□   Yes 
□   No

Pulling 
□   Yes 
□   No

Reaching 
□   Yes 
□   No

Twisting 
□   Yes 
□   No

	With what frequency, pace and duration is the object  / person handled / lifted?  (e.g., 10 times / hour for 3 hours)



	Did environmental factors (heat, cold, vibration, weather) contribute to this accident?  □  Yes    □  No   If YES, in what way?



	What material handling equipment and / or safety devices were available to the employee?



	If applicable, was this equipment being properly used?        □  Yes    □  No     □ NA        If NO, please explain.



	Has the employee received training in proper body mechanics / lifting techniques?        □  Yes     □  No

If YES, please indicate approximate date and type of training given.



	Investigator's Signature


	Date

	Title
	Email:
	Phone #

(             )


REPETITIVE MOTION INJURY ACCIDENT INVESTIGATION REPORT
	Employee Name (as it appears on payroll) / Department, Branch, Section


	Date of Accident



	How did the pain from this injury develop?      □  Suddenly     □  Gradually

If GRADUALLY, did the employee report or complain of any physical problems or symptoms prior to the accident?   □  Yes     □  No

If YES, when and to whom?



	REPETITIVE MOTION INJURY

	What specific activities does the employee perform with his / her wrists, hands, arms, shoulders, and/or neck?

How many hours per day?  ____________________       How many hours per week?  ________________________

	Are there any seasonal variations in the employee's work schedule?   □  Yes     □  No       If YES, please explain.



	How long has the employee worked in this position?        __________________

If the employee has outside employment concurrently, what type of position is it?



	If the employee works in an office, has an ergonomics evaluation been conducted on employee's workstation?

                                                                                                            □  Yes    □  No     □  Don’t Know

If YES, please indicate approximate date of evaluation and recommendations given.



	Has the employee received training in office ergonomics/proper body mechanics / lifting techniques?         □  Yes     □  No

If YES, please indicate approximate date and type of training given.



	Investigator's Signature


	Date

	Title
	Email:
	Phone #

(             )


SAMPLE INTERVIEW QUESTIONS APPLICABLE TO MOST ACCIDENT INVESTIGATIONS

	WHO…
	WHAT…

	was injured?
	qualifications are necessary to perform the task?

	witnessed the accident?
	was the physical condition of the area where the accident occurred?

	else was involved?
	precautions were necessary?

	trained the affected employee?
	Personal Protection Equipment (PPE) is required?

	was working with the affected employee?
	did others do to contribute to the accident?

	assigned the affected employee?
	did the affected employee or others do after the accident?

	was the affected employee’s immediate supervisor for the job the employee was doing at the time of the accident?
	

	
	WHEN…

	WHERE…
	did the accident occur?

	did the accident occur?
	did the employee begin the task?

	was the affected employee at the time of the accident?
	was the employee assigned to the task?

	was the supervisor at the time of the accident?
	were the hazards pointed out to the employee?

	were the co-workers at the time of the accident?
	did the supervisor last check on the employee?

	were the witnesses when the accident occurred?
	did the employee notice something was wrong?

	else does this condition exist?
	

	
	WHY…

	WHAT…
	was the employee injured?

	was the accident?
	did the employee behave that way?

	was the injury/illness?
	did other persons behave that way?

	was being done at the time of the accident?
	was the affected employee not using personal protective equipment?

	was the employee doing at the time of the accident?
	was the employee in that position/place?

	was the location of the accident?
	was the employee using that machine or tool?

	was the affected employee told to do?
	didn’t the employee check with the supervisor?

	tools were being used?
	weren’t specific instructions given to the employee?

	machine was involved?
	did the employee continue working under the circumstances?

	operation was being performed?
	was the employee allowed to continue working?

	instructions had been given?
	

	did witnesses observe?
	

	has been done to prevent reoccurrence?
	

	safety procedures/rules were violated?
	


GUIDE TO CORRECTING DEFICIENCIES IN MANAGEMENT SYSTEM

	Operating Factors
	Management Controls
	Questioning Guide

	P

E

O

P

L

E


	PLACEMENT

TRAINING

ENFORCEMENT

MOTIVATION


	Who was involved?

· What qualifications are necessary to perform the task?

· Why was this employee selected if not most qualified?

· What instructions and training were provided?

· What additional training is needed?

· What instructions and rules were not followed?

· What additional enforcement actions/rules are needed?

· What measures have been taken to promote correct behavior?

· What additional measures are necessary?



	E

Q

U

I

P

M

E

N

T


	DESIGN AND ARRANGEMENT

PURCHASING

MAINTENANCE

PROTECTIVE EQUIPMENT
	What equipment was involved?
· Why was this equipment used?

· What equipment should be used?

· What guards were or were not used?

· How did the quality of the equipment contribute to the loss?

· What additional purchasing controls are necessary?

· What maintenance problems were evident?

· When should maintenance be performed?

· How can maintenance be improved?

· What Personal Protective Equipment (PPE) is provided?

· When should PPE be used/provided?

	M

A

T

E

R

I

A

L
	DESIGN AND ARRANGEMENT

PURCHASING


	What material was involved?
· What design characteristics contributed to the accident?

· How should the material be designed?

· How was the material arranged, handled and used?

· How/where should the material be arranged, handled and used?
· Why was this material being used?

· What material should be used?

	E

N

V

I

R

O

N

M

E

N

T
	DESIGN AND ARRANGEMENT

PURCHASING

HOUSEKEEPING

MAINTENANCE
	What environmental factors (workstation design, noise, lighting, floor conditions, etc.) were involved?

· Why was the work area designed and arranged this way?

· How should the work area be designed and arranged?

· What purchasing controls are necessary?

· When should housekeeping be performed?

· How should housekeeping be improved?

· What maintenance problems are evident?

· When should maintenance be performed?

· How should maintenance be improved?


    *Developed by State of Wisconsin, Department of Administration, Bureau of State Risk Management
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