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Section 27A of the Act 1995 stipulates that a risk management approach is to be adopted to 
control risks caused by workplace hazards.  This section is supported by the Code of Practice for 
Risk Management which establishes workplace health and safety can generally be managed by 
following the risk management approach.  This includes: 

• identifying the hazards 
• assessing the risks that may result because of the hazards 
• deciding on control measure/s to prevent, or minimise the level of the risks 
• implementing control measures, and 
• monitoring and reviewing the effectiveness of the control measure/s. 

 
You are encouraged to adopt this approach to minimise the risk of future workplace health and 
safety incidents at your workplace. 
 
While the Risk Management Code of Practice 2007 provides a generic risk assessment template to 
assist obligation holders assessing most risks at the workplace; the Manual Tasks Code of Practice 
2000 provides guidance material and risk assessment templates to assist obligation holders in 
managing manual tasks risks at the workplace. This Code of Practice can be accessed at: 
http://www.deir.qld.gov.au/workplace/resources/pdfs/manualtasks_code2000.pdf 
 
Section 78 of the Workplace Health and Safety Act 1995 stipulates that an employer is obligated to 
tell a workplace health and safety representative about incidents that relate to the representatives’ 
area of representation.  Workplaces are encouraged to engage representatives, where they exist, to 
help identify potential hazards and to assist in the processes for assessing risk and selecting suitable 
control measures.  Representatives are generally well placed to provide information about the way 
the work is done and the controls that will be successful in managing the risk for the work processes 
and workplace environment.    
 
If you are a small business employing less than 20 workers, WHSQ offers free advisory services to 
help you manage workplace health and safety. Small Business Advisors employed by WHSQ run 
safety workshops and provide tailored advice via email, phone and on-site visits for businesses in 
high risk industries. To find out more about these services visit the Small Business section of the 
WHSQ website (listed below) or email safesmallbusiness@justice.qld.gov.au. 
 
For further information on how to manage workplace health and safety at your workplace please 
visit the Workplace Health and Safety Queensland website at www.worksafe.qld.gov.au or if 
you have any questions or require further assistance regarding this matter, please phone our 
information line on 1300 369 915 and ask for Chris Parr.  For information on electrical safety 
please visit the Electrical Safety Office website at www.eso.qld.gov.au 
 
Yours sincerely, 
 
 
Judy Bain 
Principal Advisor - Advisory and Assessment Centre 
Department of Justice and Attorney - General  
Workplace Health and Safety Queensland  
17/08/11 
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Tips for investigating  

workplace incidents  
 

Introduction  
 

The Workplace Health and Safety Act 1995 places obligations on 
persons including those who conduct a business or undertaking to 
ensure that the workplace health and safety of workers and other 
persons is not affected by the conduct of the business or undertaking 
 
Investigating incidents to prevent reoccurrence helps to achieve safer workplaces. 
 
Sections 96 and 96A of the Act describe the functions of workplace 
health and safety officers. One of these functions is to carry out 
investigations of accidents or incidents resulting in injuries to 
people. 
 

 
 

 
 
 
 

 
The team approach to investigations 
 

The type of investigation conducted depends on the seriousness or 
complexity of the incident, but it is best done as a team so all parties 
can contribute their skills and expertise to achieve the best result. 
 
The employer is responsible for putting an investigation team together. 
Investigators are collectors of evidence and must base their conclusions 
on that evidence. Take the time to choose the right people to conduct 
the investigation. 
 
The following people should be considered for the team:  
• safety representatives where they exist 
• line manager/supervisor 
• a safety person from the worksite 
• people with the relevant knowledge.  
 

The main objective of an investigation is prevention. A good 
investigation aims to establish a series of events that should have 
taken place and compares it to what actually happened to identify 
areas that need changing. 

 

This bulletin is 

designed to assist 

health and safety 

officers, employers 

and others to fulfill 

their functions and 

obligations under the 

Workplace Health 

and Safety Act 1995. 
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Investigation procedures  
 

Investigation procedures need to be systematic. For any investigation the team should: 
• act as soon as possible after the incident 
• visit the scene before physical evidence is disturbed 
• not prejudge the situation 
• not remove anything from the scene 
• enquire if anyone else has moved anything 
• take photographs and/or sketches to assist in reconstructing the incident.  
 
After the initial investigation is complete the team should:  
• identify, label and keep all evidence. For example, tools, defective equipment, fragments, 

chemical samples etc 
• interview witnesses separately 
• check to see if there have been any “near misses” in similar circumstances 
• note down all sources of information 
• keep records to show that the investigation was conducted in a fair and impartial manner 
• review all potentially useful information, including design specifications, operating logs, 

purchasing records, previous reports, procedures, equipment manuals, job safety analysis reports, 
records of training and instruction of the people involved and experiences of people in similar 
workplaces/industries 

• reconstruct the incident (while ensuring that another incident doesn’t occur) to assist in verifying 
facts, identifying what went wrong and what can be done to prevent it happening again.  

 

What to look for  
 

Look for causes, not blame. Systems fail for many reasons and the people involved 
are not always the cause of the incident.  
Build a chain of events to identify all the causes. For the investigation to be successful it is necessary 
to establish the following information: 
 
1. Events leading up to the incident 
Investigate:  
• the system of work being carried out and the adequacy or suitability of that system for the job 
• the instructions and/or training given for the work 
• any variation from instructions or standard work practices and the reasons for such variation 
• the workplace conditions, such as lighting, floor surfaces, stair treads and handrails, warning 

signs, temperature and weather (if the incident occurred outside) 
• the exact location of the incident with sufficient detail for the spot to be readily identified by 

others reading the report 
• the materials in use or being handled 
• the type of transport or equipment in use 
• whether adequate supervision was provided. 
 
2. Facts of the incident itself  
Investigate:  
• the state of the system and the actions that occurred at the time 
• the people directly and indirectly involved 
• the tools, equipment, materials and fixtures directly connected 
• the time the accident or incident occurred. 
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3. Facts regarding what occurred immediately after the incident  
Investigate:  
• any injuries or damage resulting directly from the incident 
• the people involved, including those rendering aid  
• any problems in dealing with the injuries or damage, for example faulty extinguisher, isolation 

switch difficult to locate.  
 
4. Essential factors and causes  
To conduct an effective incident investigation, it is essential to look for the design, environment/work 
process, and behaviour components, such as plant, procedures and people, rather than trying to isolate 
a single cause.  
 
Design components  

 

 

Poor systems design may result in exposure to hazards such as:  
• unguarded dangerous parts of machinery 
• ineffective safety devices  
• provision of makeshift plant, equipment and tools 
• inadequate ventilation.  
 
Environmental components/work processes  
 

How people function in the work environment depends on what they experience in it. Environmental 
factors may be both physical and social.  
The way in which people do the job, the procedures they follow and the work process are important 
factors in incident investigation. Poor work process may lead to hazard exposure.  
 
Behavioural components  
 

Examples include misuse of safeguards, improper use of tools and equipment, disregard of 
cautionary notices, failure to wear personal protective equipment, horseplay and poor standards of 
housekeeping. Poor practices may indicate that improved communication, further training or some 
other action, such as supervision, are necessary.  
 
 
 

 
 
 
 
 
 

The common practice in industrial accident/incident investigation is to look for the cause of any 
incident. Searching for a single cause of an incident is restrictive. It focuses attention on only 
one, or at best a very few, of the essential factors while others, which may be more easily 
controlled, pass unnoticed. 
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Establishing the facts 
 

This list of questions may assist investigators to establish the facts. 
 

W
H
O 

was injured? 
saw the incident? 
was working with the injured person/s? 
had instructed and/or assigned the job? 
else was involved? 
has information on circumstances/events prior to the incident? 

W
H
A
T 

is the injury? 
is the damage or loss? 
was the injured person/s doing? 
is the work process? 
had the injured person/s been instructed to do? 
tools were being used? 
machinery/plant/equipment was in use? 
previous similar accidents or incidents have occurred? 
action had been taken to prevent recurrence? 
did the injured person/s and any witnesses see? 
safety rules were violated? 
safe systems or work, permits to work, isolation procedures were in place? 
training had been given? 
were the contributing causes of the incident? 
communication system was in use? 

W
H
E
N 

did the incident occur? 
did the damage become evident? 
did the injured person/s start the job? 
was an explanation of the hazards given? 
did the supervisor last see the injured person/s? 
was something seen to be wrong? 
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W
H
Y 

did the injury occur? 
did communication fail?  
was training not given? 
were there unsafe conditions? 
was the hazard not evaluated? 
was the system of work inadequate or inappropriate? 
was personal protective equipment not provided? 
was protective equipment not used? 
was there no safe system of work, permit to work or isolation procedure operating? 
were specific safety instructions not given? 
was the supervisor not consulted when things started to go wrong?  
was the supervisor not there at the time? 

W
H
E
R
E 

did the incident occur? 
did the damage occur? 
was the supervisor at the time? 
were the witnesses at the time? 

H
O
W 

did the injury occur? 
could the incident have been avoided? 
could the injury have been avoided? 
could the supervisor have prevented the incident? 
could better design of plant or systems of work help? 

 
 
Note: Care must be exercised in obtaining answers to some of these questions, as the 
investigator could be accused of apportioning blame.  
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Determining recommendations and conclusions  
 

This checklist may help the investigators when determining the recommendations.  
 
What systems failed?  
• How can we prevent failure or make it less likely?  
• How can we detect approaching failure?  
• How can we detect failure when it occurs?  
• How can we control failure and minimise the consequences?  
 
What does the system do?  
• Why do we do this?  
• What could we do instead?  
•  How else could we do it?  
 
Which persons failed?  
• What did they fail to do?  
In considering this, include failure to supervise, train, check, adequately design etc, as 
well as failure of a work practice such as closing a valve.  
• How can we make failure less likely?  
 
What is the purpose of the person’s action?  
• Why do we do this?  
 
What could we do instead?  
• How else could we do it? 
• Who else could do it?  
• When else could it be done?  
 
What specific items in the system triggered the incident?    
• What does it do? 
• Why do we do this?  
• What could we do instead?  
• What could we use instead?  
• How else could we do it?  
 
 
Acknowledgements: This bulletin is based on information issued by the Resources 
Safety Division of the Western Australian Department of Consumer and Employment 
Protection.  
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