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Incident Investigation and Analysis Task List
Plan- Evidence 
· Attach a copy of Incident Investigation and Analysis Procedure
· Attach a copy of Incident Investigation Form Template which should include root cause analysis 
Do- Evidence
· Attach a copy of meeting minutes from JHSC /HSR meeting including Senior Management introducing the Incident Investigation and Analysis topic.
· Complete a safety talk, training all employees (office, field, and production) on the Incident Investigation and Analysis Procedure and include a copy of the safety talk and sign off sheet
· Attach a copy of completed Incident/ Accident reports, witness statements and photos for minimum 5 incidents 
· Attach a copy of completed Incident Investigation Form with examples of evidence (photos, inspections, JHA, training, engineer documents, etc.)
· Attach a copy of completed Root Cause Analysis from the incident
· Attach a copy of the incident report summarizing investigation including Corrective Action Plan 
· Attach a copy of the follow up meeting at least one-month down the road to see if corrective actions are working - include evidence of corrective actions being completed (Inspections, Observations, etc.)
· Attach a copy of safety talks post incident/accident with all workers reviewing investigation, root causes and corrective actions. Include sign off for each of the 5 incidents.
· Attach copy of any Notices of Occurrences or MOL orders as a result of the incident
· Attach a copy of meeting minutes conducted with JHSC/HSR to talk about investigation results
· Conduct an annual senior management meeting reviewing all incident investigations from the year. Include meeting minutes. 
Check- Evaluate
· Complete the Check portion. Consultant is available to support completion if required. Contact your consultant if you need assistance. 
Act- Make Improvements
· Complete the Act portion. Consultant is available to support completion if required. Contact your consultant if you need assistance.  
Story  		
1. Complete story using template suggestions for Plan, Do, Check, Act portions
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