
Business Safety Leadership

Part 2: Incident and Root Cause Analysis
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Outline

• Importance of investigation process

• Incident reporting best practices

• 7 key steps of incident investigation

• Effective root cause analysis and 
corrective action

• Completing an incident report
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Importance of Incident Investigation

• Determine multiple root causes

• Identify corrective actions

• Prevent recurrence and maintain awareness 
among workers – they are your lifeline

• Control costs
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Reporting

• Investigate all incidents (including minor/first aid)

• Initiate investigation immediately

• Investigation to be completed by a trained person

• Facility manager should be involved if incident at 
station

• Utilize your Accident/Injury Report
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Incident Investigation Procedures

• Step 1 – Manage the incident scene

• Step 2 – Gather facts

• Step 3 – Interview

• Step 4 – Determine the sequence of events

• Step 5 – Determine root causes

• Step 6 – Develop prevention activities

• Step 7 – Complete Incident Report
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Step 1 – Manage the Incident Scene

• Ensure care and treatment of injured person(s)

• Secure the area for the duration of the 
investigation when possible

• Preserve the scene of the incident

• Eliminate any remaining hazards 
(e.g. clean up spill, secure electrical)
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Step 2 – Gather Facts

• Identify key people

• Observe control settings

• Observe weather and environmental conditions

• Take pictures of location and equipment

• Review documents
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Step 3 – Interview

• Conduct the interview as soon as possible

• Keep the interview as private as possible

• Let worker/witness know purpose is not to find blame

• Put the person at ease

• Ask for worker/witness version of the incident

• Ask only necessary questions

• Repeat the worker/witness account when finished 

• Close the interview on a positive note
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Step 4 - Determine Sequence of Events
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sustains 

broken back 
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work



Step 5 - Determine Root Causes

• Direct cause

o An event that produces 
injury or illness

• Surface cause

o Specific unsafe behaviors 
or hazardous conditions 
that result in an accident

• Root cause

o Common behaviors and 
conditions that ultimately 
result in an accident
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Root Cause Analysis Categories

Environment People Materials Methods Machines

Weather Prior observations, 
history

Improper packaging Correct Procedures Vehicle / 
Equipment failure

Lighting Job Function Steps Cargo placement 
and securement

Training Adequate 
Maintenance, 

inspection, records

Walking surface, 
Housekeeping

Tenure Inadequate labeling Enforcement Proper equipment / 
tools

Distractions Procedure
adherence

Damaged / 
Defective

Lack of oversight Lack of needed 
equipment / tools

General Public / 
Animals

Hiring & 
qualifications

Pallets Trends, Recurrence Proper use
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Step 6 – Develop Corrective Action

• Treat the cause
not the symptom

• Determine and implement 
corrective actions that 
eliminate or reduce root 
causes

• Engineer the hazard 
out or reduce the risk

• Change work practices

• Implement behavior-based 
safety process:

o Observations

o Feedback 

• Use administrative controls: 
enforce the rules, hold both 
employees and management 
accountable

• Education and training

• Use appropriate Personal 
Protective Equipment if 
necessary
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Step 7 – Complete Internal           

Incident Report
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Questions & Comments?

Thank you!

Protective Insurance Company

Loss Prevention and Safety Services Department

111 Congressional Blvd, Suite 500

Carmel, IN 46032

1-800-626-8381

lossprevention@protectiveinsurance.com

The information in this presentation was compiled from sources believed to be reliable.  All sample policies and procedures herein should serve as a guideline for creating your own 
programs.  Adherence should not be interpreted as satisfactory compliance to all existing federal, state, and local regulations. Protective does not imply an absence of existing or future 
safety hazards, health hazards, or regulation violations in a company’s operations by it’s approval for insurance coverage or loss prevention inspections.
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