Accident & Incident Investigation Checklist
For Public Transit Agencies
Use this checklist to gather facts, identify contributing causes, and prevent recurrence after an accident or incident. Follow agency policies and applicable requirements. Check completed items; mark N/A where not applicable. Record findings and attach supporting records separately.

Agency: __________________________________  Report number: __________________
Investigator: ______________________________  Date of review: __________________

Immediate Priorities
☐  Protect passengers, employees, and the public; address immediate hazards safely.
☐  Contact emergency services when needed; provide assistance within your training.
☐  Secure the vehicle and scene when safe; arrange evacuation or a safe waiting area as needed.
☐  Notify dispatch, the supervisor, and other required agency contacts.
☐  Preserve evidence and promptly protect camera footage from overwrite; safety comes first.
☐  Contact the designated agency official to determine whether drug/alcohol testing is required; arrange testing only when required and document the decision and timing.

Information and Fact Gathering
☐  Record the date, time, exact location, route/trip, direction of travel, and landmarks.
☐  Record driver name, contact information, and an individual statement of events.
☐  Record passenger names, contact information, seating or standing locations, and statements when applicable.
☐  Record witness and first-on-scene responder names, roles, contact information, and statements. Ask what each person personally saw, heard, or experienced.
☐  Document reported injuries, assistance provided, and medical transport or facility, if known.
☐  Record law-enforcement agency, officer name/contact information, and report or incident number.
☐  Record each agency vehicle’s unit number, make/model, VIN, license plate, and condition; document other vehicles, parties, contact/insurance information, and damage.
☐  Document road surface, traffic, weather, lighting, visibility, signs, signals, and scene layout.
☐  Take scene, vehicle-interior, and damage photos/video and measurements when safe; use agency-issued or approved devices according to agency policy.
☐  Preserve available onboard video and relevant vehicle/dispatch records; identify and request third-party video. Record the source, time period, and storage location.
☐  Document mobility device type, location, securement equipment, occupant restraints, and their condition/use when applicable.
☐  Document spills or hazardous materials; obtain relevant Safety Data Sheets when applicable.


Establish the Circumstances
☐  Build a timeline of events before, during, and after the accident or incident.
☐  Identify the activity underway: driving, boarding/alighting, passenger assistance, securement, maintenance, or other work. Note any departure from normal operations.
☐  Describe how the accident or incident occurred using available evidence; separate confirmed facts from unresolved questions.
☐  Review instructions, dispatch communications, and procedures that applied to the activity.
☐  Document the actions of those involved and the role of supervisors in planning and oversight.
☐  Consider relevant factors such as speed, following distance, distraction, fatigue, visibility, passenger movement, and vehicle/equipment condition; support findings with evidence.

Identify Underlying Causes
☐  Review similar accidents or incidents, prior hazard reports, and earlier corrective actions.
☐  Determine whether hazards had been identified and whether existing controls were adequate.
☐  Assess whether policies and procedures were clear, practical, and followed; determine why any gaps occurred.
☐  Review staffing, scheduling, workload, supervision, and operational pressures that may have contributed.
☐  Assess communication among drivers, dispatch, maintenance, supervisors, and passengers.
☐  Check whether employee training, qualifications, and instructions were current and adequate for the task.
☐  Consider vehicle, equipment, facility, route, stop, or system design issues when relevant.
☐  Review vehicle, equipment, and facility inspection, maintenance, and housekeeping practices; check unresolved defects.
☐  Check the availability, condition, and use of appropriate safety equipment and protective equipment.
☐  Review inspection, training, maintenance, and other relevant records; identify system improvements beyond individual actions.
Assess Initial Management and Emergency Response
☐  Was the response prompt, coordinated, and effective in controlling ongoing hazards?
☐  Were emergency services contacted promptly when needed? Record notification and arrival times and any delays.
☐  Were first aid, evacuation, scene protection, and other immediate actions appropriate?
☐  Were passengers accounted for and given clear information, accessible assistance, a safe waiting area, and alternate transportation when needed?
☐  Were injury care, transportation, and follow-up support appropriate? Were employee, passenger, and witness needs addressed?
☐  Were internal and external notifications and reports completed within required timeframes? Document delays and follow-up needs.
☐  Were evidence preservation and any required drug/alcohol testing handled promptly under agency procedures?


Define Corrective and Preventive Actions
☐  Connect each action to an identified cause or risk; prioritize the most serious hazards.
☐  Apply immediate controls where needed, including removal of unsafe vehicles or equipment from service; document repair and authorization to return to service.
☐  Consider vehicle/equipment repairs, safety features, facility or stop changes, and other physical improvements.
☐  Update operating procedures, risk assessments, or agency policies where gaps were identified.
☐  Consider changes to routes, schedules, staffing, passenger assistance, or other operating practices.
☐  Strengthen dispatch communications, defect reporting, shift handovers, and supervisory follow-up.
☐  Provide targeted coaching or refresher training where needed; verify that employees can apply it.
☐  Improve inspections and monitoring; communicate relevant lessons to affected employees.

Document and Assign the Action Plan
☐  Record each action and its expected result; assign an owner, priority, and due date.
☐  Identify needed resources, interim controls, and progress checkpoints.
☐  Track completion and retain evidence such as repair records, revised procedures, or training records.
☐  Assign a follow-up review date and reviewer to verify that actions reduced the risk; revise ineffective actions.
☐  Obtain management review and document closure once completion and effectiveness are verified.

Action tracker  •  Attach additional rows or supporting details as needed.
	Action and expected result
	Owner
	Due date
	Status and verification

	
	
	
	

	
	
	
	

	
	
	
	



Follow-up review date: __________________  Reviewer: __________________________

Management review: ____________________  Closure date: ________________________

Notes / outstanding items: 
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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