The Investigation Report assists in identifying and understanding immediate and underlying causes, and implications for future reoccurrence.
	Investigation Report Details

	Date of report
	
	Name of investigator
	

	Time and place of accident
	
	Injured Person Name/
Property damaged
	

	Description of events leading to accident and injury/damage.
	

	What planning/risk assessments for the activity had taken place?
	
	Was the planning/risk assessment adequate?
	

	What were the working conditions/environment?
	
	Were any risks known?


	

	Was the correct equipment and were relevant controls used?
	
	Were defective premises, equipment or maintenance a factor?
	

	Were those involved properly trained?
	
	Was the training adequate (including updates/refresher training)?
	

	Was instruction/procedures and supervision provided?
	
	Were the instructions/procedures and supervision adequate?
	

	Did people deviate from instruction(s)/procedure(s)?
	
	Was there deliberate, reckless failure to follow procedures?
	

	Was PPE used (if relevant)?
	
	Was signage/information adequate?
	

	Did organisational factors of the work play a role? (e.g. excessive hours, other priorities?)
	
	Was the provision of first aid adequate?
	

	Do similar risks exist elsewhere and how have these been dealt with?
	If Yes, explain further ….

	Have there been any previous accidents (similar or in same location).
	If Yes, detail ….

	Was there a failure to learn lessons from previous incidents/near misses/warnings/complaints?
	If Yes, explain further….

	Did the emergency procedures operate effectively?
	
	Does anyone involved require counselling/on-going support?
	

	Conclusions and cause(s) of accident.
	

	Learning outcomes/Recommendations for action

	Identify ways to prevent recurrence.
	
	Action by whom?
	

	
	
	Action by when?
	

	Assess the adequacy of existing risk assessments.
	
	Performance monitoring - management of risks.
	

	Provision of information to relevant parties.
	What?
	To Whom?
	When?

	
	
	
	

	
	
	
	


	Investigation Report – supporting information

	Mid/High Level Investigation
	Conditions at the accident scene
	Photographs/videos, sketches and plans; measurements, weather/environmental conditions, samples of substances, equipment, condition of safety devices, first aid records, list eye witnesses, identities of others involved, comments made immediately after accident.  Internal memos/emails re accident and aftermath. Statements made by managers/others. Other electronic records (e.g. time of emergency calls).  Reconstruction of accident?

	
	Safety documentation
	Accident book entries, RIDDOR report, risk assessments, method statements, training material, training records, equipment operating instructions, maintenance records, personnel records, care plans, previous accident reports, health and safety audits, management reports, emergency procedures etc.

	
	Witness statements
	Obtain as soon as possible after the event has occurred to avoid 'post-event enhancement' and 'false confidence'.

	
	Interview
	Ask what happened (facts not hearsay), listen, don’t interrupt, avoid leading questions and the possibility of interruptions, emphasise the primary aim is to prevent reoccurrence; allow sufficient time.

	Low Level Investigation
	Only if accident could not have resulted in more severe injury/damage.
	A brief summary of the person(s) injured/damage caused, location where accident/incident occurred, details of any witnesses, sequence of events leading up to the occurrence, assessment of adequacy of risk assessments and training and recommendations as to changes to be made/lessons learnt.


