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Your Hotel
Accident Investigation Form

WCB Number

Exact Location of Accident
Date of Injury

Time of Injury

Date Reported

Name of Injured Person

Date of Employment
Age
Home Address
Telephone Number

Occupation

Estimated Time Lost

Name of Family Physician

Address of Physician
Name of Hospital (if taken)

Address of Hospital

Describe clearly how the accident occurred. 


 
What factors contributed to the accident? 


 
What are the basic reasons for the existence of these factors?

Recommendations and corrective actions (has or will be taken to prevent reoccurrence).  
Completion Date of Investigation 

Senior Management Signature

Date Reviewed
Other Information
Investigated By

Management
HSC

Date
Your Hotel Accident Investigation Form

_______________________________________________________________________________________________________
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_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

_______________________________________________________________________________________________________

The Who, What, When, Where, How & Why of Accident Investigations...

Who?

Learn the names of all the people who were 
What?

Write down a brief description of what happened.



involved in or witnessed the accident, or who


Include details of equipment or materials involved.



witnessed events leading up to or following


Include the name of any chemicals or other materials



the accident.


involved in the accident.



Talk to supervisors and other workers who do


Check the equipment for defects. If you are



the same kind of work that was involved in the


unfamiliar with it, ask on of the witnesses to assist



accident.


in the examination.



Be sure to write down names, addresses, work


Be sure to get the sequence of events right.



location and phone numbers so that you can 



get in touch later.
When?

Write down the time the accident occurred to the






best estimate of the witnesses and those injured.

Where?

Describe the exact location of the accident.


Note anything significant about the time, such as



Take photographs of the scene from several


“just at shift change” or “first day on job”.



angles.


Note weather conditions at the time, if relevant.



Make a rough drawing of the scene and mark


Write down the time of your arrival at the accident



the locations from which you took the photos.


scene - the lapse of time between the accident



Note exits, ventilation, lighting, vehicle paths


occurring and the investigation beginning can make



and other relevant information on the diagram.


an important difference in some cases.

How?

Describe the sequence - or sequences - of 
Why?

This is the hardest question to answer, but it is the  



events which led to the accident and your


reason for your investigation. Start with your initial



“presumed” cause of the accident. Your first


impressions, but don’t stop asking questions until



idea about how it happened may change as  


you are satisfied that you know ALL the causes - 



your investigation proceeds, but be sure to 


direct and indirect - of the accident.



record your initial impressions.
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