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Take 10 steps to report workplace incidents 
 

ou’ve identified the hazards, you’ve conducted the 

analyses, and you’ve implemented controls to eliminate 

or reduce the hazards. But what happens if an incident 

still occurs? 

 

 The first step is to investigate the incident. Why? When you 

investigate an incident, you will uncover the cause of the 

hazard and then be able to determine how to correct it. While 

such an investigation sounds reactive, the corrective action you 

take as a result of the investigation is proactive — possibly 

preventing a repeat of a similar incident. 

 

 There are different types of incidents — all should be 

investigated. 

 

 For example, although a ―near miss‖ incident results in no 

injury or damage, it should be heeded as a warning sign. If 

corrective action is not taken, the incident can occur again until 

an injury or damage results. Other types of incidents include 

those with injury, with property damage, with 

equipment/product damage, or with fatalities and recordable 

injuries. 

 

How to respond to an incident 

 There are 10 basic steps to investigating an incident, 

according to the National Safety Council. 

 

Provide emergency response. Immediately provide first aid 

to injured employees until necessary medical attention can 

be administered. 

 

Secure the area. The area where the incident occurred needs 

to be roped or taped off, and any machine involved should 

be turned off and locked out. This prevents a repeat incident 

from occurring, while preserving all evidence for the 

investigation. 

Identify potential witnesses. List everyone involved or 

anyone who might have seen or heard anything relating to 

the event. 

 

Have the necessary investigative tools available. This 

might include a camera, a video recorder, a tape recorder, 

flashlight, barricade markers, tape, tags and padlocks. 

 

Save evidence and record data. The scene should be 

documented as it was found, and evidence should be 

collected or recorded. 

 

Conduct interviews. Interview everyone who was involved 

in or witnessed the incident. 

 

Review 

the data. 

Examine 

inspection 

reports, 

maintenance 

reports, 

prior 

incident 

reports and 

analyses, 

noting 

patterns or 

trends. 
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(10 steps continued from page 1) 

 

Prepare an investigation report. Combine all collected 

facts, interviews and data into a written report. 

 

Determine the causes. Prevent future incidents by 

eliminating or correcting the hazard. 

 

 

 

Follow up. Follow up to see that the hazardous 

condition was corrected. 

 

 Confusion often reigns after an incident. Everyone — co-

workers, supervisors and managers — tries to help. To 

eliminate the confusion and control the chaos that occurs after 

an incident, set up a plan that incorporates the 10 steps 

outlined. Make sure all employees know the plan and their 

roles. 

— Safety+Health 

 

8 
9 

10 

Quick Links… 

KeepSafe is originally published monthly by the Safety and Loss Control Department of Ohio Rural Electric Cooperatives, Inc.,  

6677 Busch Boulevard, Columbus, OH 43229 and reprinted by permission for 

Texas Electric Cooperatives, 1122 Colorado Street, 24
th
 Floor, Austin, Texas 78701.   

Telephone: (512) 454-0311   Fax: (512) 763-3390   www.texas-ec.org 

 

Loss Control School Schedule 
 

  Hotline 1 – 4 School (Livingston) October 5 – 9 Basic Pole Climbing (Quitman)         October 13 - 16 

  Underground School (Levelland) October 12 – 16 Underground School (Merkel)        October 19 – 23 

Basic Pole Climbing (Hondo)       October 27 - 30 

 

 

 

Focus on forklift safety 
 
 Forklifts are necessary for the operation of many 

businesses. Because their use is so widespread, supervisors 

need to be aware of potential hazards. If workers operate 

forklifts improperly, you may find yourself open to liability, 

workers’ compensation issues and OSHA citations, as well as 

endangering the lives of the operators, says a loss control 

representative at Lumber Insurance Companies in 

Massachusetts. 

 

To lower the risk of injury, beef up training and safety 

education and consider the following: 

✭ Don’t assume new employees with experience operating 

forklifts are adequately trained. 

✭ Train all forklift operators under the same guidelines. 

✭ Training should include classroom and machine operation 

instruction. 

✭ Ensure that trainers have sufficient forklift experience to 

provide effective instruction. 

✭ In order to minimize injuries and risk-taking behavior, 

continuously emphasize the importance of forklift safety to 

new and experienced forklift operators at your company. 

 

— Today’s Supervisor 

published by The National Safety Council 

Tips for medication 
management 
 

★ Always read the package inserts on new medications to 

mitigate potential drug interactions. 

★ Save the inserts or know where you can look up the 

possible effects and side effects of the medication. 

★ When beginning a new drug or receiving a dosage 

change, watch for adverse reactions for a few days to a week. 

★ Consider keeping a medical journal to record 

prescriptions and dosages. 

★ Consider making a daily check-off list of medications as 

they are taken. 

★ Purchase a pillbox that has compartments for days and/or 

time of day. 

★ Choose a day of the week or a time of day to put the 

proper pills in the proper compartments of the pill case. 

★ Set alarms to alert when it is time to take the next pill. 

★ If taking certain medications with meals, put them in a 

bowl by your place setting before the meal starts. 

★ Consult a doctor before mixing prescriptions with over-

the-counter drugs or herbal supplements. 
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