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North Carolina Department of Agriculture and Consumer Services

Accident Investigation Policy

1. Policy

It is the policy of the Department of Agriculture and Consumer Services to investigate all incidents resulting in personal injury or illness, property damage and all near misses. Sites shall establish procedures to ensure that incidents are investigated and reported to appropriate management in a timely manner. Accordingly, injury and incident investigations shall determine the root and contributory causes of accidents and what should be done to prevent recurrence.

Management shall be notified of all accidents and near misses in a manner and time period consistent with the nature of the event. and the severity of injury and/or damage. Accident, incident, and near miss reports shall include:

· Recommendation for corrective action to prevent recurrence

· Assignment of priorities to the corrective actions identified

· The name of the individual responsible for ensuring that corrective action is carried out

· Target date for completion of corrective action

Accidents are investigated to make the workplace safer. Accident investigations help prevent accidents by emphasizing the importance of planning and each person's responsibility to work safely.

2. Scope

This policy applies to the investigation of all incidents that result in:

a. Personal injury/illness to NCDA&CS personnel

b. Property Damage

c. Near Miss Events

3. Responsibility

Site managers are responsible for ensuring that accident investigation reports, recommendations, and corrective actions are promptly and completely carried out. Division directors shall assure timely reporting consistent with the severity of the event. The Department Safety Director shall participate in the accident investigations either directly or by review of the report as appropriate to the event. The Safety Director shall determine the level of participation.

To protect the state in the event of litigation, the Department Attorney shall advise senior management on appropriate investigation procedures as special circumstances require and may choose to participate in the investigation, or involve the Attorney General's Office.

4. Definitions

4.1
Major Accidents ‑ An unplanned event from which any injury or illness occurs that results in:

4.1.1
Admission to a hospital (other than for 24‑hour observation, hernia repair, or back strain)


4.1.2
Amputation

4.1.3
Possible permanent functional impairment of a body part; or

4.1.4
Death

4.2
Multiple Injury Accident ‑ Those cases where three or more employees are admitted to a

hospital as a result of an accident.

4.3
Recordable Injury ‑ As defined by OSHA regulation 29 CFR 1904.7 (see section 5.8)

4.4
Property Damage Incident ‑ An incident in which damage to property, but no injury occurs.
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4.5
Near Miss Incident ‑ An incident which did not result in personal injury, illness or property


damage, but had the potential to do so.

5. Minimum Requirements

Each site shall incorporate the following minimum requirements into its accident investigation procedure.

5.1
Notification of Department Management
5.1.1
Deaths and Multiple Injuries ‑ The Division Director, Commissioner and Safety

Director shall be notified immediately of any accident resulting in deaths and/or multiple injuries. The Safety Director shall notify OSHA in these cases within 8 hours as required by law. Call NCDOL at 1‑800‑NCLABOR and Capitol Police at (919) 733‑4646.

5.1.2
Other Major Accidents ‑ The Division Director and Safety Director shall be notified of

all major accidents within 24 hours.

5.1.3
All Other Recordable Injuries ‑ The Division Director and Safety Director shall be

informed of all other OSHA recordable injuries within 48 hours.

5.1.4
Site Procedures ‑ Site procedures shall include provisions to ensure that site line



management is immediately notified of all injuries/illnesses, property damage, and near

miss events.

5.1.5
Other Notifications ‑ Accidents with the potential of attracting the attention of the news

media shall be immediately reported to Public Affairs Division. See Appendix B for

phone numbers for all senior management notifications.

5.2
Motor Vehicle Accidents ‑ Notification requirements shall be followed as listed in section 5.1.

Additional insurance company notification procedures are listed in Appendix C.

5.3
Who Investigates
5.3.1
Major Accidents ‑ an accident investigation team shall investigate All major accidents. The team shall be appointed by the Division Director and must include the site manager and the supervisor directly responsible for the area in which the accident occurred. Other appointments to the accident investigation team shall be based on the background and knowledge needed to conduct a thorough investigation. It is the responsibility of the Division Director to review the accident report for thoroughness, completeness and appropriateness of recommended corrective action. The Department Director of Safety may, at his option, or at the request of the Division Director, become involved with the investigation team.

5.3.2
Other Accidents and Near Miss Incidents ‑ All other accidents and near‑misses shall be investigated by the appropriate line manager or supervisor of the section in which the accident or incident occurred and others as deemed necessary by site management. Other personnel asked to assist in the investigation may include the site/division safety coordinator, a line manager from another Division's section, or other appropriate employees.

5.4
Investigation Procedures ‑ Site accident investigation procedures shall provide the following activities immediately after major accident occurs. (See Appendix D for a step‑by‑step procedure, or the Safety section of the Department intranet web site https://ncid.nc.gov/login/login.html for reporting and investigation forms).

5.4.1
Witness ‑ Identify and record the names of individuals who witnessed the accident.

5.4.2
Preserving Accident Scene ‑ When possible, preserve the accident scene. Prevent the disturbance of physical evidence by roping off the accident scene or by other means. Allow only personnel necessary to the investigation to enter the area. Unless necessary to prevent further damage or injury, clean up or repair activities should commence only when it is assured that all pertinent information has been collected.

5.4.3
Photographs of Accident ‑ Take numerous photographs from different perspectives; color photos are preferred. Draw measured diagrams, where appropriate, of the accident scene.
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5.4.4
Questioning Injured Employee and/or Witness ‑ When questioning injured employees or witnesses, stress that the purpose of the investigation is fact finding and not fault finding. Use nonthreatening questions.

5.5
Accidents Involving Non‑State Employees ‑ Special consideration must be given when accidents involve the public. The most probable situation will be in cases of automobile accidents. In these cases:

5.5.1
Obtain names, addresses and phone numbers of any witnesses.

5.5.2
When speaking with a victim or any witness, never:


a. Admit fault or liability


b. Promise or suggest settlement


c. Speculate as to the cause of the accident

5.5.3
To prevent an accident from getting worse always:


a. Protect against further damage


b. Call police


c. Request medical assistance

5.6
Corrective Actions ‑ For each identified accident cause, both root and contributory, a corrective action shall be determined. Each site shall have a procedure to:

         a. 
Determine which corrective actions are appropriate;

         b.
implement them; and

         c.
document their implementation.

5.7
Reporting of Accidents ‑ Accident investigation reports should be in narrative style and:

a.
Describe the facts of the accident;

b.
report both the root and contributory causes; and

c.
include recommendations for prevention of recurrence.

5.7.1
Incident Analysis Report ‑ A Department of Agriculture and Consumer Services Supervisor’s Incident Analysis Report shall be completed for any OSHA recordable accident or property loss exceeding $1000.00. The original report shall be completed by site management and submitted to the Division Director within (5) five calendar days of the accident. The Division Director will then forward the original report to the Safety Director no later than (8) eight calendar days from the original incident date. The Safety Director shall perform a final review of the information gathered and seek further details of the incident or additional corrective action, if necessary. After the final review, the Safety Office will return copies of the original report to the Division Director, local management and Division safety coordinator. The Safety Director shall provide advice and comment to line management as needed.

5.7.2
Major Accident Investigation Report ‑ In addition to the Department's Supervisor’s Incident Analysis Report, an Investigation Report shall be submitted to the Division Director and Safety Director within (7) seven calendar days of the accident date. The report shall include:

a. Photos and photo log of the accident scene and/or sketches of the accident scene.

b. Personal Interview Deposition(s)

c. A detailed implementation plan for the corrective actions(s)

The Division Director or Safety Director has the discretion to request an investigation report from site management if the accident is not defined as major, but could have the potential of causing a major injury or property loss.

5.8
Determination of Recordability ‑ Site procedures shall include the determination and reporting of OSHA recordability. Department Safety shall prepare and issue guidelines for recordability consistent with the requirements of the U.S. Bureau of Labor Statistics. Any "grey" areas of determination shall be made with the assistance of the Department Safety Director. Below lists examples of what is not to be recorded on the 300 log.  Here is a link to help determine recordability
        http://www.tjsins.com/documents/pc/osha/OSHA-Recordability-Flowchart.pdf
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DEFINITIONS OF MEDIAL TREATMENT AND FIRST AID

The information from OSHA on this chart defines medical treatment and first aid by providing a variety of examples that will assist you in your classification.

	What is Medical Treatment?
	What is First Aid?

	“Medical treatment” means the management and care of a patient to combat disease or disorder.

The following are not considered medical treatment and are NOT recordable:

(
Visits to a doctor or other health care professional solely for observation or counseling.

(
Diagnostic procedures, such as x-rays and blood tests, including the administration of prescription medications used solely for diagnostic purposes (example: eye drops to dilate pupils).

(
Any procedure that can be labeled first aid.
	If the incident required only the following types of treatment, consider it first aid:

Do NOT record the case if it involves only:

(
Using a non-prescription medication at non-prescription strength.

(
Administering tetanus immunizations (immunizations such as Hepatitis B vaccine or rabies vaccine, are considered medical treatment)

(
Cleaning, flushing or soaking wounds on the skin surface.

(
Using wound coverings such as bandages, Band-Aids, gauze pads, etc.; or using butterfly bandages or Steri-Strips (other wound coverings such as sutures, staples, etc., are considered medical treatment).

(
Using any non-rigid means of support, such as elastic bandages, wraps, non-rigid back belts, etc. (devices with rigid stays or other systems designed to immobilize parts of the body are considered medical treatment).

(
Using eye patches.

(
Removing foreign bodies from the eye using only irrigation or a cotton swab.

(
Removing splinters/foreign material from areas other than the eye by irrigation, tweezers, cotton swabs, or other simple means.

(
Using finger guards.

(
Using massages (physical therapy or chiropractic treatment are considered medical treatment for recordkeeping).

(
Drinking fluids for relief of heat stress.
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5.9
Supervisor Training ‑ Site procedures shall require that all line management personnel receive

training in investigation procedures to assure they have the skills needed to determine root causes of accidents. Division Directors are responsible for ensuring all line management staff in his/her division are trained. The training shall consist of OSP's computer based Supervisor's Accident Investigation or equivalent. Equivalent training programs shall be approved as such by the Department Safety Director.

5.10
Summary of Accident Report Forms Required

a.
Incident Analysis Report ‑ Required for all OSHA recordable accidents, or accidents

causing property loss in excess of $1000.00.

b.
NC Industrial Commission Form 19 ‑ Required for any accident resulting in medical

treatment other than NCDA&CS first aid care.

c.
Investigation Report ‑ Required for any major accident as defined in section 4.1.

6. Site Audit

The site or division shall periodically evaluate the effectiveness of its accident investigation procedure and document this evaluation. The site accident investigation procedure shall provide documentation sufficient to support the site's self audit and audit by the Department Safety Office.

0‑5
Appendix A

Summary of How to Report an Accident


Report Time

Accident Type
Report To
Interval*
Use Form(s)**
Near‑Miss
Supervisor
Immediately
Near‑Miss Report

First Aid
Supervisor
Immediately
Record in First Aid Log




OSHA Recordable
Supervisor
Immediately
Incident Analysis Report

(Other than Major)


Industrial Commission




(I.C.) Form 19


Division Head
Within 48 hours
Record on OSHA 300 Log


Safety Director
Within 48 hours
OSHA Recordable
Supervisor
Immediately
Incident Analysis Report

(Major)


(I.C.) Form 19


Division Head
Within 24 hours
All Accident




Investigation Forms


Safety Director
Within 24 hours
Record on OSHA 300 Log

Death, Multiple Injuries
Supervisor
Immediately
Incident Analysis Report




(I.C.) Form 19




All Accident




Investigation Forms


Division Head
Immediately
Record on OSHA 300 Log


Safety Director
Immediately


Commissioner
Immediately


OSHA, OSP
Within 8 hours

Motor Vehicle
Supervisor
Immediately
N.C. Motor Vehicle




Log Notice


Traveler's Insurance
Immediately
N.C. Dept. of Admin.


Company

Vehicle Accident Report


Employee's Insurance
Immediately                            If in Personal Vehicle


Company


Line Management
as described above
NCDA Motor Vehicle




Accident Investigation




Report

· Immediate reporting should be done over the phone or in person with as many specific details of the incident as possible.

**   All forms are available on the Department’s Intranet, including some which are interactive.
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Appendix B

                  Emergency Phone Numbers – NCDA&CS Management

Commissioner Steve Troxler






733‑7125 (work)

Deputy Commissioner – David Smith





733‑7314 (work)

Assistant Commissioner – Howard Isley                



733‑7125 (work)

Assistant Commissioner – Richard Reich




            733‑7125 (work)
Assistant Commissioner – David McLeod




            733‑7125 (work)

Safety Director ‑ Chip Riedeburg






733‑2243 (work)

Ag. Statistics Director – Herb Vanderberry




733‑7293 (work)

Standards Director – Steve Benjamin





733‑3313 (work)

Food Distribution Director – Gary Gay





575-4490 (work)

Marketing Director – Tom Slade





            733‑7887 (work)

Research Stations Director – Eddie Pitzer




733‑3236 (work)

Pesticide and Structural Pest Control Director – Jim Burnette


733‑6100 (work)

Veterinary Director ‑ Dr. David Marshall




            733‑7601 (work)

Legal Staff Director – Ray  Starling




            733‑7125 (work)

Controller – Terri Overton






733‑2113 (work)

Plant Industry Director – Gene Cross




            733‑3930 (work)

N.C. State Fair Manager – Wesley Wyatt





733‑2145 (work)

Food and Drug Protection Director – Daniel Ragan



733‑7366 (work)

Agronomic Director – Dr. Colleen Hudak- Wise 



            733‑2655 (work)

Public Affairs Director – Brian Long





733‑4216 (work)

Emergency Programs Director – Sharron Stewart                                                   807-4307 (work)

Human Resources Director – Ben Harward                                                            733-2243 (work)
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Appendix C

Procedure for Notifying Insurance Carrier of Automobile Accident
If a Department of Agriculture employee is involved with an automobile accident, the procedures listed below shall be followed. The ability to perform these procedures is, of course, contingent on the employee's condition after the accident. Medical care for the employee and any other person involved with the accident shall be given the highest priority. Each State vehicle has a motor vehicle accident reporting kit from the Traveler's Insurance Company. Reporting procedures are identified in this kit and are summarized:

I.
Immediate Actions

A.
Take precautions necessary to protect the scene of the accident from further accidents

B.
Call the police. If someone is injured, request medical assistance. If fire is involved,

request fire department aid

C.
Fill out "Drivers Report of Accident" card in the Accident Reporting Kit

II. Follow Up Actions

A.
Call Traveler's Insurance at this number:

1‑800‑238-6225

B.
Be ready to give the following information:

1. Name, title, and you are employed with NCDA&CS

2. Claim code number for vehicle (see list below)

3. Business address ‑ 2 West Edenton St., Raleigh, NC 27611

    Mail Address – 1001 Mail Service Center, Raleigh, NC, 27699-1001

4. Location and description of accident

5. Description of state vehicle and driver's name

6. Description of other vehicle(s) involved in the accident and driver's name(s)

7. Names of all persons injured in the accident

8. Did police investigate the accident? Name of investigating officer

9. Were there any witnesses?
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Claim Code Numbers


Code Number if
Code Number if

Division
Department Vehicle
Motor Pool Vehicle

General Administration
9030‑1011
3700‑1011

Admin. Services
9030‑1012
3700‑1012

Public Affairs
9030‑1013
3700‑1013

Marketing
9030‑1020
3700‑1020

Agronomics
9030‑1040
3700‑1040

Agricultural Statistics
9030‑1050
3700‑1050

Food and Drug Protection
9030‑1100
3700‑1100

Structural Pest Control
9030‑1120
3700‑1120

Veterinary
9030‑1130
3700‑1130

Meat & Poultry Insp.
9030‑1140
3700‑1140

Standards
9030‑1150
3700‑1150

Plant Industry
9030‑1180
3700‑1180

Research Stations & Farms
9030‑1190
3700‑1190

Food Distribution
9030‑1210
3700‑1210

Warehouse Operations
9030‑1310
3700‑1310

Rural Rehab. Corp.
9030‑1410
3700‑1410

Finance Authority
9030‑1420
3700‑1420

State Farmers Market
9030‑5100
3700‑5100

State Fair
9030‑3750
3700‑3750

C.
1. Fill out "State of North Carolina Motor Vehicle Loss Notice" and "N.C. Department of

Administration Vehicle Accident Report" and send to:

Human Resources Division

NCDA&CS

1001 Mail Service Center
Raleigh, NC 27699-1001
Attn: Chip Riedeburg

III. Insurance Coverage ‑ Liability and Medical

A.
Employee injuries are completely covered under the State Worker's Compensation Act,

provided the employee is in the course of conducting Department business.

B.
Drivers of State‑owned Vehicles ‑ The State Department of Insurance provides coverage

of medical and property damage of other persons involved in a motorized vehicle accident

up to $500,000. After that amount is exhausted on a claim, the employee must pay the

additional amount. It is strongly recommended by NCDA that the employee obtain a rider

to their personal auto insurance to cover any losses to other persons.

C.
Drivers of personally owned vehicles used for Department business ‑ An employee's

personal automobile insurance will be the primary insurer in the event of an accident.  NCDA&CS require employees who drive their personal vehicle on state business to have minimum liability coverage of $100,000 per person and $300,000 per incident.  The

State will pay up to $500,000 after the primary insurer's policy limits have been met. The

Department of Agriculture & Consumer Services recommends employees discuss coverage with their insurance

agent to make sure it is adequate.
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Appendix D

Accident Investigation Procedures
General

Investigation is a critical element of a safety and health program. Without a complete reporting of accidents, losses and comprehensive investigation of these losses, the manager has no true knowledge of the extent and nature of conditions that downgrade the efficiency of an agency's service.

Consequently, setting the parameters for investigation‑what is reported, what is investigated and to what extent, and what use is made of the information reported‑is one of the most important decisions that the department can make.

Accident Investigation Checklist

In case of a major accident on the job, the following must be done:

1.
SEE THAT THE INJURED ARE CARED FOR

The first concern at an accident scene, regardless of its seriousness, is care of the injured. Nothing should interfere with this concern except safety of the rescuers themselves.

2.
PROTECT OTHER PEOPLE AND PROPERTY

Only after the accident site is safe to approach should the actual investigation begin.

3.
HAVE SOMEONE CALL THE SAFETY AND HEALTH DIRECTOR

4.
PRESERVE THE SCENE AS IT WAS AFTER THE ACCIDENT

Cordon off or barricade the area to keep curious bystanders from destroying evidence.

5.
MAKE A VISUAL WALKTHROUGH OF THE ACCIDENT SITE.

Conditions at an accident scene will change rapidly. Take notice of the location of all items of evidence. Record this information as walkthrough is made. Mark the location of items likely to be moved ‑ injured people, light weight or high value items, etc.

6.
OBTAIN THE IDENTITY OF ALL PEOPLE WHO MIGHT HAVE INFORMATION ABOUT THE ACCIDENT

Record their names, crafts, and company worked for. If members of the public, obtain their addresses and telephone numbers.

7.
EXAMINE THE EVIDENCE

The items that will provide information about what happened, how it happened, and why it happened must be identified and examined.

8.
PHOTOGRAPH ALL EVIDENCE

Photographs of the general area, major elements of the accident site and articles of evidence should be taken as soon as possible after the accident.
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9. MAKE A DIAGRAM OF THE ACCIDENT SITE

A sketch should be made of the accident scene, showing the location of all evidence essential to understanding the accident situation. Distances involved should be measured and recorded on the sketch. At a later time, information from the sketch can be used to prepare a scaled diagram for inclusion in the accident report.

10. INTERVIEW AND OBTAIN STATEMENTS FROM ALL WITNESSES

All persons who may be able to contribute information about the accident should be inter​viewed as soon as possible after the accident. Recorded statements should be obtained from them.

11. PREPARE AN ACCIDENT REPORT

A written report must be prepared for all serious accidents. The report should contain details of what happened, when it happened and who was involved. It should develop conclusions regarding the physical cause of the accident, but should not deal with the placement of legal liability upon any party.

Reasons for Accident Investigation

'
Investigation of accidents is necessary for several reasons.

1. To have written record of what happened, how it happened, why it happened and who was

involved, and how to prevent similar recurrence. Information is necessary to determine:

a.
Workers' Compensation eligibility.

b.
Detection of existing unsafe practices, and conditions and implementation of necessary

controls to prevent recurrence of similar accidents.

c.
Effectiveness of safety and health program efforts.

When to Investigate an Accident

An accident should be investigated immediately after its occurrence. The less time intervening between an accident and investigation, the more accurate the information that can be obtained. Facts are more accurate because people have not had time to be biased by the opinions of others, memories are clearer and more details are remembered.

Conditions at an accident scene are the only things that change faster than opinions when there is a delay. Much evidence is lost because it is removed from or altered at the accident site before any notice of it is taken or ‑any record made. The contact phase of an accident is brief and initiates a wide spectrum of activity. People responding to an accident generally react rather than respond. Unless they are well trained, their reactions are not always rational. Injured people are moved about or removed for treatment. Equipment and items are moved about to treat the injured and to provide passage or restore operational work. Many times, things are stolen as the opportunity presents itself. Prompt arrival at the scene allows the investigator to observe evidence before it has been removed or altered.

Investigation Objectives

An accident investigation is an analysis, evaluation, and report of an incident, based on information gathered by an investigator. The quality and usefulness of the information is directly related to the degree of thoroughness of the investigation.

It is essential to preplan investigations so that the appropriate people know how and to whom to report accidents, that people responsible for the investigation know what to do, and that equipment needed for the investigation is available when and where needed. Investigation objectives, as listed on the following page, must be established to set the general course or direction for the investigation activities to pursue.
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1. Locate and identify evidence relevant to the accident. Evidence will be available from:

(a) 
People Involved ‑ injured, principals, and witnesses;

(b) 
Materials Involved ‑ in use, ready for use, and stored in the area;

(c) 
Environmental Factors Involved ‑ weather, light, heat, noise, etc.

2.
Examine the evidence to ascertain its impact on the accident sequence.

3.
Reconstruct the sequence of events based on the evidence.

4.
From the evidence, develop conclusions regarding the physical cause of the accident. These conclusions should not, however, deal with the placement of legal liability upon any party.

Reenactment of the Accident

One of the first questions asked upon arriving at an accident scene is "What happened?" Many times this simple question has resulted in the accident being repeated. While an accident reenactment can provide valuable insight and information, the process must be tightly controlled. It must be well planned and supervised to prevent repetition of a loss or the creation of an accident from a near miss. Reenactment should only be used:

1.
When information about the actions or sequence of events cannot be obtained in any other way;

2.
When precise step by step observations are needed to develop preventive action or provide legal defense information;

3.
When key facts from witnesses are in conflict and need to be verified for analysis.

If reenactment is used, a positive control sequence should be followed. The person to act out the accident should be told and repeat back that he/she is not to repeat the actual act that made the last step in the sequence without touching or doing anything. All actions and possible pitfalls should be explored, before any actual steps are taken. The physical steps should then be gone through, one by one in slow motion.

The worker performing the reenactment should be emotionally fit to re-associate with the accident and have no objection to doing so. If still in shock or if he had an emotional reaction to the initial accident, he may not be sufficiently controllable to conduct the reenactment.

Investigation Equipment

An investigator generally needs several items of equipment. Collection of these items in a kit prepared in advance makes the mechanics of the investigation easier. The basic kit of measuring, marking and recording materials should be packaged to be readily portable, even when the investigator has to walk some distance to the accident scene. Each item should be accessible without unpacking and repacking other items.

A list of useful materials for an investigation kit is as follows:

RECORDING EQUIPMENT

Camera ‑ Preferably digital

Cassette Tape Recorder

Camera Flash Attachment

Cassette Tapes

Camera Film ‑ color
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ADMINISTRATIVE ITEMS

Notebook
Containing witness statement forms, graph paper, photo logs, and department instructions

Clipboard and Paper
For general investigation notes, sketches,


calculations

Plastic Bags and Envelopes
For collection of solids

Aluminum Foil

For wrapping parts to protect them from corrosion and contamination

Paper Toweling
to pad parts when wrapping, to protect fracture zones or mechanisms; also serves for cleaning parts

Adhesive Labels

To affix to wrapped parts for later identification

Chalk and Yellow Crayon
For marking floors, surfaces, equipment or


materials to identify positions or reference points

Cardboard Tags With String Ties
to label small parts and items when such labeling is more suitable than adhesive labels

TOOLS

Flashlight
3 cell. or lantern for reliable light. At least one 


set of spare batteries and a bulb should be included

Tape Measure
Preferably 100 ft.

Scale
12-inch ruler, for sketches as well as measurements of small items, or as size


reference for photographs

Barricade Tape
to cordon off areas at the site

Fluid Sample Container
Of type, material and size appropriate for collection of fuels, lubricants and other fluids

Securing the Accident Site

To prevent any alteration of the scene prior to completion of the investigation, the site must be secured immediately after the accident occurrence. The site should be maintained as much as possible as it was at the time of the accident so that it can be examined and recorded on film. Securing the site should also be considered if aspects of the accident could produce an adverse reaction from the public or other employees.

The method used to secure the site will depend on the conditions and circumstances involved. Several methods are:

1.
Roping off the area using barricade tape, string, or rope;

2.
Closing a walkway or stairway leading to the area;

3.
Using company employees to prohibit access to the area;

4.
Hiring security guards to watch the area and prohibit access to it.

Whatever methods used, the following procedures should be followed:

1.
Nothing should be removed from the scene without the approval of the person in charge;

2.
All guards (employees) should be instructed not to touch, move or mark anything at the accident site unless asked to do so by an investigator;

3.
An entry point should be provided to control people going in and out;

4.
Security guards (employees) should be provided with an authorized access list;

5.
Security people used should be closely supervised.

Recording Physical Evidence

An accident investigator must determine what happened, how it happened, and why it happened from the evidence at the accident scene. Those items that can answer these questions must first be identified. The meaning of certain items being in certain positions at the scene will not instantly be
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understood; recognition of which items and positions have significance may not come until later in the analysis. Therefore, it is better to look for and preserve all possible clues, even if several (or even most) of them are discarded later, than to not preserve them or not record their precise locations and positions after the accident. No item found at the scene of an accident should be ruled out as having no bearing in the accident until such is proven.

Some items, which should be recorded by position, are:

1.
The dead and injured people;

2.
Machines, vehicles and other types of equipment involved in or affected by the accident;

3.
Parts broken off or detached from equipment and materials;

4.
Objects that were broken, damaged or struck during or as a result of the accident;

5.
Gouges, scratches, dents, paint smears, rubber skid marks, etc., on surfaces;

6.
Tracks or similar traces of movement;

7.
Defects or irregularities in surfaces;

8.
Accumulations of or stains from fluids, whether existing before the accident or spilled as a result of the accident;

9.
Spilled or contaminated materials;

10.
Areas of debris;

11.
Sources of distraction or adverse environmental conditions;

12.
Safety devices and equipment.

Marking Photographs

The following information should be provided on the back of each photograph. This information must be on the photograph if it is to be admitted as evidence in a court case.

1.
Photographer's signature

2.
Date and time the photograph was taken

3.
Description of the object photographed

4.
Camera position ‑ facing N. S. E. or W.

If several photographs are taken, a photography log (See Appendix D) with entries made after each photograph is taken, will make marking the photographs when they return from the developer much easier.

Diagrams

Diagrams are prepared if they contribute to the accident report. They should be cross‑referenced in the report unless they are completely self‑explanatory. Only information essential to understanding the accident situation should be included on accident diagrams. They should be easy to understand, accurate and well drawn. The viewer should be able to easily orient himself/herself and place critical items in the drawing.

The plan view (looking down on a scene) is common. A side view should be prepared if it will assist in clarifying the situation. Persons trained in diagrams, such as surveyors, draftsmen, and engineers, can be of great assistance in preparing diagrams.

By eliminating irrelevant details and adding measurements a scene can often be sketched more clearly than photographed. The following points should be followed when sketching for diagrams:

1.
Use square (graph) paper. Let each square represent a fixed distance such as a foot. Write the scale at the bottom of the paper.

2.
Measurements should start from a precise point or object that can be identified at the site at a later time, in other maps, drawings or blueprints, and preferably in accident photographs as well. Precise reference points for measurements are fixed points such as numbered columns, poles, aisles, buildings, hydrants, control boxes; or readily identifiable structures such as doorways, bridge abutments, signs, corners of walls or fences.
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3.
Measurement of indefinite points such as impact points, areas of debris, stains, etc., and moveable objects should be fixed by measurement from permanent objects. Triangulation, or measurement from two fixed points whose separation distance is also recorded should fix the position.

4.
Orient each sketch with an arrow pointing north.

5.
Use a strip of the graph paper to measure diagonals on the sketch.

6.
Locate each important object by an approximate outline.

7.
Label large objects inside their outline. Label small objects outside their outline with an arrow to the object, the arrow should just touch the outline.

8.
For diagrams with a lot of detail, use a sketch log. Use double letters to identify reference points and single letters to identify items of evidence.

9.
Note the location of witnesses present at the time of the accident.

10.
If the diagram is used to orient photographs, mark the camera position by a letter or number inside a circle with an arrow. The appropriate letter or number should be on the back of each photograph.

11.
Identify the diagram with a label or data box. Information should include the date the diagram was made, the area diagramed, and should be signed by the person who makes the diagram.

Interviews of Witnesses

To determine all facts and circumstances surrounding an accident, witnesses must be interviewed and the information gained from the interview documented. The information obtained will be used as a basis for preventing future accidents and will also serve as a basis for defense work should a legal action be initiated concerning the accident.

All persons who can contribute information about the accident should be interviewed. It is important to question witnesses as soon as possible, before they have the time to change ‑their observations. Details are forgotten the longer the time span between the incident and the interview. Witnesses may see or hear things that revise their thinking; they may unconsciously adjust their observations to fit what they hear from others. The longer the time span, the more opportunity people have to establish alibis or stories. Promptness in interviewing is the best solution.

Interviews should be held with witnesses separately. It is usually most productive to interview the most knowledgeable of the initially identified witnesses first. These could be the principals in the accident ‑ those performing the activity most directly involved, key supervisors or technical experts, or primary eyewitnesses. Subsequent witnesses can then be used to fill in details or gaps, and substantiate facts and observations.

Interview Location

Interviews should be held either at the scene of the accident or in a private location. An interview at the scene of the accident is advantageous if the extent and nature of damages, noise level and degree of privacy will not interfere with the interview. At‑the‑site interviews usually result in better recall of details as the witness has physical reminders to stimulate his memory. There is also more accurate positioning of relevant items and people involved than there is by reference to a diagram.

If interviewing at the scene is not practical or is undesirable, a location free from other witnesses should be chosen. The interview should be held in private with the witness, with an explanation given to the other witnesses that each person will be interviewed separately to allow everyone an opportunity to relate how he/she saw what happened. When conflicts in information are discovered, the witnesses should be interviewed again separately. Interviews in the presence of other witnesses should be done when it seems like the only remaining recourse due to continued conflicts in information.

The Interviewer

Before beginning to take evidence from witnesses, it is advisable for the interviewer to survey the accident scene and environment to get the "big picture" of the accident. A brief visual orientation of the situation helps put the investigator on the same plane as the witness. Awareness of what the area
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looked like and what machines or materials were involved makes it easier for the investigator to absorb and rank information, to seek meaningful data from the witness and to sift out information that seems to be irrelevant or in conflict with the physical facts of the accident.

Several qualifications possessed by a good interviewer are:

1. Good Listener
All useful information will come from the witness. Let his/her story be told in full, without interruption, before specific questions are asked.

2. Open Mind
Even though the interviewer may have some preconceived ideas about the case, he/she must attempt to erase these notions and not jump to conclusions during the interview.

3. Self‑Control
Any loss of temper during the interview will cause an immediate breakdown of the interview and destroy its effectiveness.

4. Courteous
If the interviewer becomes antagonistic the effectiveness of the interview will, in most cases, end at that point.

5. Thorough
At the completion of the witness' remarks or version, the interviewer must ask questions to clear up any "gray" areas and obtain a more complete story.

The interviewer must be sensitive to the level of the person being interviewed. When the interviewer "talks down" to the witness, the effectiveness of the interview may be lost.

The Interview

The success or failure of an interview is often determined at the opening point. The witness should be put at ease as much at possible by explaining that the object of the interview is to obtain all information available so that problems can be identified and future similar accidents avoided. The witness should be told that the interview is for fact finding, not fault finding, and should be assured that he is not going to be grilled.

The witness should be greeted by name and offered a handshake by the interviewer. The handshake can help establish a friendly relationship between the interviewer and witness, and can help the interviewer discover the mood or nature of the witness. If unknown to the witness, the interviewer should tell who he/she is and tell why the accident is being investigated. A good practice is to keep the person's name written down in such a manner that it can be referred to during the interview.

IDENTIFYING INFORMATION

The witness should first be asked routine information which must be recorded to identify his/her ‑name, badge or I.D. number, craft, job title, address, etc. Answering routine questions gives the witness confidence on which to build the interview and gives the interviewer the opportunity to take measure of the witness.

WITNESS' VERSION

Asking the witness to relate, in his/her own words, what he/she knows about the accident, saw, heard, felt, and did after the accident should start the actual interview. The witness should be allowed to relate events and observations as they occur; he/she should not be instructed to structure the story chronologically or in any other manner. The order in which he/she remembers things may be significant as it might imply vividness of the experience that is not conveyed in words. The interviewer must be a good listener during this time, as he/she has to structure the evidence, as well as determine the areas that need expansion in depth.

The witness should be allowed periods of silence to collect his/her thoughts and explore his/her memory. Neutral questions such as "Then what did you do/see?" can help keep the witness talking. The witness should be allowed to talk, but not ramble. If necessary, the interviewer should interrupt the witness and turn him/her back to the subject and keep him/her moving along.
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QUESTIONING

After the witness seems to have exhausted his/her self‑recall, the interviewer should ask pre​determined questions to insure accuracy of the information given and permit subsequent evaluation o

the reliability of the information supplied by the witness. These control questions should include:

1.
Time of the accident;

2.
Location of the accident;

3.
Environmental factors ‑ light, weather, temperature, noise, etc.;

4.
Position of people, equipment, material, and their relationship to pre‑contact, contact and post​contact events;

5.
Other witnesses, their names and positions at the accident scenes;

6.
If anything was moved, repositioned, turned on or off, or taken from the scene;

7.
Observations of the response of emergency teams and supervisory personnel and their actions at the scene;

8.
What attracted the witness' attention to the accident.

Questions should also be asked to explain unclear areas of the witness' story or to expand on certain areas in depth. When asking questions, the interviewer should:

1.
Not ask leading questions ‑ questions that indicate to the witness a desired answer;

2.
Frame all questions in simple, non‑technical terms; 

3.
Ask questions that require a narrative answer; cannot be answered "yes" or "no";

4.
Never ask more than one question at a time;

5.
Let the witness qualify his answer to the questions; .

6.
Never react to the answer given by the witness.

ENDING THE INTERVIEW

Interviews should be ended with thanks for the witness' time and cooperation, plus an invitation to contact the interviewer if additional information about the accident is remembered or discovered: Additional cooperation can be promoted by specific mention of a fact or suggestion given that appears to be of particular value, as this communicates that the interviewer really was interested and took note of what the witness said.

FOLLOW‑UP INTERVIEWS

Follow‑up interviews may be necessary to explore points in conflicts, to search for information to fill gaps in the evidence, or for formal review of critical points.

The follow‑up should continue in a positive interview form. The witness should be told that there is a problem in validating the evidence or a deficiency in a critical area. It should .not be implied that the witness is lying, concealing a fact, or made a mistake. The witness must not be forced into reversal of a statement or fabrication of details merely to please the investigator or to end the interview. The witness needs only to be helped to reconsider and examine his/her observations.

Recording the Interview

Notes should be taken or a recording made of each witness interview. Note taking should be unobtrusive so it does not distract the witness, but not hidden or concealed from the witness. In some cases, a brief explanation must be give the witness since he/she may not talk when he/she realizes that what he/she is saying is being made a matter of record. Notes should record essential points of evidence, but neither be verbatim nor so extensive that the natural pace and flow of testimony from the witness is affected. Forcing an unnatural pace on the witness could cause his/her relation of events to become disjointed with vital points forgotten as a consequence. A complete report from the notes should be written promptly after the interview has been completed. Impressions and judgements of the interviewer should be included in the report, not recorded during the actual interview .
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A tape recorder can be used for recording an interview. However, it may make the witness nervous and uncomfortable, especially if a microphone is pushed in his/her face. The miniature recorder with built‑in microphone is probably best suited for accident interviews. It can be started and then placed on a table to continue its work unobtrusively. Notes should be taken, even with the use of a recorder.

If a recorder is used, the interviewers should make introductory and closing comments for the recording of each witness and affix a label to the cassette to insure later identification and help prevent inadvertent erasure or over‑recording. A test recording should be made prior to interviewing in the area and the recording should be checked periodically to determine that background sounds do not make the testimony unintelligible. Background noise, electronic and mechanical failure possibilities, locating parts of testimony, and possible erasure or loss of a tape are all factors, which require that recordings should supplement, not replace detailed notes on interview.

Written Statements

Written statements should be obtained from all key witnesses. These can help produce a clear, detailed description of an accident and can be used in legal hearings.
Statements can be taken by a stenographer, by tape recorder, written by the witness or constructed by the interviewer from the interview. The suggested procedure is to have the witness write the statement. If more than one page is used, the witness should initial each page below the bottom line to prevent allegations that comments were added without his consent. If the witness refuses to sign the statement, the interviewer should write a comment to that effect and sign the statement.

If the witness cannot write, the interviewer should construct the statement from his notes in the general language of the witness. The statement should be organized with facts and points in logical order. After the statement is written, it should be read aloud to the witness ‑ point by point. The witness should comment on each point and be given the chance to correct any point. Changes should be substituted for words involved by crossing out words and writing above them. The witness should initial or place his/her mark at the end of the statement and beside each change made.

Accident Report

A written report should be completed for all serious accidents. The report should be completed by the person(s) who investigate the accident and should be completed as soon as possible after the investigation is completed. The report should contain the following:

1. Detailed description of the accident including answers to the following:

a.
What happened?

b.
Who (individuals and companies) was involved?

c.
Where did the accident occur?

d. 
What injuries/property damage resulted?

2.
List of who was notified ‑ agency, OSHANC, OSP, and when they were notified;

3.
List of who investigated the accident;

4.
Photographs taken;

5.
Diagrams made;

6.
Witnesses' statements;

7. Conclusions should be developed regarding the physical cause of the accident, but should not deal with the place of legal liability upon any party.


A copy of the completed report is to be sent to the division head and the Department Safety Director. No part of the report should be given to any other party, including an injured employee, unless approved by the safety director.
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