
DISTRICT ACCIDENT INVESTIGATION GUIDELINES 

1. Keep the purpose of the investigation in mind. When an accident or incident occurs, 
the immediate supervisor will conduct an investigation to determine the following: 

WHO: Who was involved, witnesses 
WHAT: What happened (facts only) 
WHEN: Exact time and day 
WHERE: Exact location   
HOW: Facts on how it happened 
WHY: Discover the true reason 

Visit the scene of an accident immediately.  Talk to everyone with any 
possible involvement.  Often, seemingly trivial bits of information from     
unlikely sources may provide valuable clues to accident causes. 

Accident investigation is finding facts, not finding fault.  Do not lead the 
witness, let them answer the above questions in their own words.   
Approach the investigation with an open mind.  After discovering the facts,    
take immediate steps to prevent the recurrence of the accident until other 
corrective actions can take place.  Immediately prepare a report and follow      
the other procedures outlined in your policy on accident reporting.  The     
sooner a report is filed, the sooner the claim can start to be managed   
effectively. 

2. Approach the investigation with an open mind.
~ Do not attempt to place blame
~ Stay away from conjecture

3. Promptness to the scene and talking to those involved will reduce possible future
problems.
~ Secure physical evidence at site 
~ Recollection of witnesses or victim 
~ Victim and/or witness evaluation of accident from their perspective 
~ Victim and/or witness discussing incident amongst themselves and/or with others 

4. Visit the scene of the accident.

5. Interview all people INVOLVED
~ Attempt to conduct interview at site.  If on-site interviews are not possible, use an 

alternate site using: 
* Combination of site and alternate interview location
* Photos
* Blueprints
* Sketches

~ Put the interviewee at ease 
* Explain the purpose of investigation and your role
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* Express concern regarding the accident and prevention
of similar occurrences 

* Express the importance of the information provided
* Interviewer will keep an open mind
* Remain calm and unhurried

~ Interviews should be private and confidential. 
~ Let the individual talk 

* Ask background information such as name, position, schedule, etc.

* Ask witness to explain what happened
DO NOT ask leading questions 
DO NOT interrupt 
DO NOT make facial/verbal expressions 

* Ask clarifying questions and/or ask "why".  Try to avoid “yes” or
 “no” questions. 

* Ask for suggestions
* Repeat the facts and sequence of events to avoid misunderstandings

* Notes should be taken carefully and casually
* Recordings should only be made with the knowledge of the witness
* Conclude the interview with a statement of appreciation for their

cooperation.  Encourage future discussion if needed. 
* If necessary do not hesitate to interview again.
* If at all possible avoid reenactment of the accident.
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