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Accident Investigation Template
Incident summary
Incident reference:  __________________________________________
Date and time:  __________________________________________
Location:  __________________________________________
People involved:  __________________________________________
Accident report form reference:  __________________________________________
Short factual summary:  __________________________________________
Investigation team
Delete this example before using the template.
	Name
	Role
	Contribution

	Example: A. Investigator
	Investigation lead
	Interview and evidence review

	 
	 
	 

	 
	 
	 

	 
	 
	 


Evidence gathered
Delete this example before using the template.
	Evidence type
	Reference / location
	What it shows

	Photograph
	Photo-001
	Condition of work area after incident

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Consider photographs, witness accounts, documents, equipment condition, inspections and training records.
Sequence of events
Delete this example before using the template.
	Time
	What happened
	Evidence reference

	09:00
	Example: work activity started
	Interview 01

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 


Immediate causes
What happened directly before the event:  __________________________________________
Unsafe condition or action observed:  __________________________________________
Underlying causes and Five whys
Ask why each condition existed, and continue until a controllable weakness in the work system is identified.
Delete this example before using the template.
	Why number
	Question and evidence-based answer

	1
	Why was the access route blocked? Materials had been left beside the work area.

	 
	 

	 
	 

	 
	 

	 
	 


Root causes
Consider failures in management arrangements, work systems, training, design and supervision.
Delete this example before using the template.
	Root cause area
	Finding and supporting evidence

	Supervision
	Example: storage rule not included in shift check

	 
	 

	 
	 

	 
	 

	 
	 


Preventive and corrective actions
Delete this example before using the template.
	Action
	Owner
	Due date
	Completed
	Effectiveness checked

	Update route inspection process
	Site manager
	Example date
	No
	Pending

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 


Lessons to share
Who should receive the findings:  __________________________________________
How the learning will be shared:  __________________________________________
Date communicated:  __________________________________________
Manager sign-off
Reviewed and approved by:  __________________________________________
Job title:  __________________________________________
Signature:  __________________________________________
Date:  __________________________________________
Follow-up review date:  __________________________________________
Investigate to stop recurrence, not to assign blame. Check completed actions have actually worked.
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