Accident Investigation Checklist

Use this checklist to guide fact-finding, root-cause analysis, and corrective actions after an incident. Adapt to your agency’s policies and applicable regulations.

Information and Fact Gathering

☐  Location, date and time of the event.
☐  Names and contact details of injured/affected person(s).
☐  Nature and extent of injuries/medical facility/treatment provided.
☐  Details of property or equipment damage. 
☐  Exact location and layout of the area (note landmarks, mile markers, etc.)
☐  Witnesses and first-on-scene responders; names, roles, and contact details.
☐  Agency vehicle(s) involved; make, model and vin number.
☐  Take photographs/videos and take measurements before the scene is altered. 
☐  Hazardous substances present or used; collect Safety Data Sheets (SDS) if applicable.
☐  Contractors/third parties involved — names and contact details.

Establish the Circumstances
	
☐  Sequence of events leading up to event (timeline).
☐  Task being performed at the time of event - was it unusual or different from normal?
☐  Immediate causes - how did the incident occur?
☐  Document any evidence linking to assigned work activities.
☐  Instructions given to those involved prior to the incident.
☐  Established methods/procedures for the task (what should have been done).
☐  Behavior/actions of individuals before, during, and after the incident.
☐  Role of supervisors/managers in planning, oversight, and decision-making.

Identify Underlying Causes

☐  Similar incidents previously? Check records and prior reports.
☐  Was the problem reported before? When, by whom, and what action was taken?
☐  Was risk assessment in place for activity/area, and was it suitable and sufficient?
☐  Were agency policies, procedures, and rules followed? If not, why not?
☐  Any management/supervision failures evident (planning, staffing, oversight)?
☐  Was communication between relevant parties adequate and effective?
☐  Was training, instruction, and information adequate and current for employees?
☐  Installation/design shortcomings (where relevant).
☐  Were performance standards set, communicated, and monitored by management?
☐  Adequacy of maintenance and cleaning systems for premises and equipment.
☐  Were documented systems of work actually followed in practice? 
☐  Personal protective equipment (PPE) provided, suitable, and used effectively?
☐  Adequacy of record keeping (inspections, training, maintenance, permits).

Assess Initial Management and Emergency Response

☐  Was agency response effective and prompt to make the area safe from ongoing risks?
☐  Was emergency services/other agencies response time prompt and effective?
☐  Was firefighting and first aid appropriate to the situation?
☐  Was reporting timely to required parties (internal/external)? If delayed, document cause.
☐  Was treatment, transport, and follow-up support adequate for the injured ?
☐  Was witness needs addressed (debriefing, counseling, post-incident communication).





Define Corrective and Preventive Actions

☐  Reassess risks for activity/equipment to verify current standards and effective.
☐  Improve physical safeguards/safety features or modify design/workplace layout.
☐  Improve existing work methods or introduce new safe operating procedures.
☐  Provide additional safety equipment as needed.
☐  Produce or review risk assessments and job hazard analyses.
☐  Update written standards or policies and communicate changes to personnel.
☐  Strengthen communication systems (shift handovers, notifications, signage).
☐  Adjust/update training, supervision, or information resources.  
☐  Provide follow up or  refresher training as required.
☐  Introduce or improve inspection, monitoring, and audit systems.

Document and Assign the Action Plan

☐ Record each recommendation as a specific action with a clear deliverable.
☐ Assign an owner responsible for completion.
☐ Set due dates and interim checkpoints.
☐ Track status to closure and verify effectiveness after implementation.
