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                                         Incident Investigation Reporting Policy 

 

 
Purpose 

 

Saint Joseph’s University recognizes that safety, health and environmental incidents can be prevented if 

the causes are identified and actions taken to prevent recurrence. This policy establishes the requirement 

that an investigation and root cause analysis be conducted and documented for all incidents resulting in 

actual or potential injury to employees, significant property damage or harm to the environment. 

 

 

Requirement 

 

An Investigation Form (see attachment A) must be submitted for each of the following incidents 

reported by the Office of Public Safety at Saint Joseph’s University: 

 

* All incidents which result in an injury to Saint Joseph’s employees 

 

* All incidents which have the potential to result in an OSHA recordable injury for an SJU 

employee.  An OSHA recordable injury is one that results in lost time from the workplace. 

 

* All incidents which have the potential for significant property damage or environmental impact 

 

* All “near misses” which could have resulted in any of the above 

 

 

Responsibilities: 

 

Accident Investigation Reports are to be completed within 48 hours of the incident. Supervisors who 

sign the form must complete all sections.  
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Training 

 

Supervisors must have completed an Accident Investigation training course. 

 

 

Follow-up 

 

The Accident Investigation Form will be distributed to all Workplace Safety Committee Members for 

discussion at the Workplace Safety Committee monthly meeting. Incidents will be reviewed to insure 

that Accident Investigations are conducted and forms submitted for each incident category listed in the 

Requirement section above. 

 

Accident Investigation Forms which are missing will be recorded in the minutes and the Supervisor 

notified for corrective action. Accident Investigation forms considered incomplete will be returned to the 

Supervisor for correction and resubmittal.  

 

Distribution: 

   

Upon completion, Supervisors must forward copies of the accident investigation form to: 

 

           The Public Safety Office, Assistant Director’s office 

           The Department of Health, Safety and Environmental Compliance, 

           Director’s office                                                                                                                     

           The Workplace Safety Committee- Chairman 

           Human Resources—Workmen Compensation representative       

            

 

The original Accident Investigation form will be filed with the The Department of Health, Safety and 

Environmental Compliance, Director’s office                                                                                                                     

 

 

 

 

 

 

 

 

 

 

Effective September 1, 2007 

Revised July, 2009 
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                                                                    Appendix A 
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