
INCIDENT INVESTIGATION & REPORTING PROCESS 

8510P 
Accident or near miss occurs 

              ↓ 
Was employee 

injured?        no→ 

 

 

Yes ↓ 

Appropriate supervisor conducts investigation 

and completes Supervisor’s Accident Report 

(determines cause & proposes corrective         → 

action) 

Supervisor reviews Report with 

manager; then submits Report 

to Program Coordinator within 

72 hours of incident                  → 

Manager & Supervisor implement 

corrective/preventative actions to 

preclude recurrence                            → 

Supervisor 

follow-up with 

employee to 

ensure no 

injury            → 

Supervisor 

attends next 

program 

safety meeting 

w/ employee 

Does employee 

require medical 

treatment (or 

miss more than 1 

day of work)? 

Yes ↓         no→ 

Supervisor 

meets w/ 

employee to 

assess needs 

& begins      →  

investigation 

Supervisor conducts 

investigation of incident and 

completes Supervisor’s 

Accident Report (determines 

cause & proposes corrective 

action)                                       → 

Supervisor reviews Report w/ 

Manager; then submits Report 

to Program Coordinator within 

72 hours of incident 

→ 

 

↓ 

Manager & Supervisor implement 

corrective/preventative actions to 

preclude recurrence 

→ 

Supervisor 

follow-up w/ 

employee to 

ensure no 

additional 

injury or 

problems     → 

Supervisor 

attends next 

program 

safety meeting 

w/ employee 

Supervisor 

ensures 

employee safely 

transported for 

treatment at 

Designated 

Medical Provider   

↓ 

                                                 ↑ 

                                                 ↑ 

→→→→→→→→→→→→↑ 

↓ 

Program Coordinator files First 

Report of Injury with State 

Insurance Fund (if required) 

 

Supervisor contacts medical Provider 

for status and provides employee job 

description if needed 

               ↓ 

 

Can employee 

perform normal 

duties?         no→ 

           Yes ↓ 

 

Supervisor maintains close contact w/ 

employee                                                                → 

 

Supervisor obtains written modified work release 

from Medical Provider (when applicable)                 → 

Supervisor meets with manager to determine if 

temporary or modified work will be offered (Return 

to Work Program) 

Supervisor obtains written work 

release from medical provider 

↓ 

 

Supervisor follow up to ensure 

process is working smoothly 

 

 


