
1. Inve s t igat ion Act i v i t ie s
• Ind ic ate a l l o f t he ac t ions t h at you h ave take n to i nve s t igate t he i nc ide n t or

condi t ion t h at h as be e n re porte d .

2 . Causat i ve Factors
• Once you have de te rmined the causat i ve f ac tors of the inc ident or condi t ion,

re v ie w them wi th the indi v idua l who or ig inated the report.

• Have the or ig inator indicate i f they are in concur rence or disagreement wi th your

f indings, and then have them s ign the report in Se c t ion 2.

• G i ve the or ig inator the p ink copy of the form af te r they have s igned i t.

3. Re commended Cor re c t i ve Act ion
• Ind i c ate t h e c o r re c t i ve ac t i on t h at yo u f e e l sh o u ld b e t ake n as a re s u l t o f

i n ve s t ig at i ng t h e re p o rte d i n c ide n t o r c ond i t i on .

• If you fee l that “No Act ion” is requ i re d , p le ase e xp la in why in Se c t ion 4

4. De scr ip t ion of Cor re c t i ve Act ion
• Tr y t o  b e  a s  c l e a r  a n d l e g i b l e  a s  y o u  c a n i n  f i l l i n g  o u t  t h e  de s c r i p t i o n  o f

y o u r  re c o mme n de d  a c t i o n .  A l s o ,  i n  f i l l i n g  o u t  t h i s  s e c t i o n  i t  i s  re q u e s t e d

t h a t  y o u  p r i n t .

• Tr y to be br ie f and conc i se i n de scr i b i ng your re comme nde d ac t ion . Ye t, t r y to

prov ide as much i nf ormat ion as ne ce s s ar y to be c omp le te i n your e x p l an at ion .

You may at tach an addi t ion a l she e t i f ne ce s s ar y.

• Whene ver ne ce ssar y, inc lude or at tach a ske tch .

5. Cos ts
• Ident i f y the cos ts of cor re c t i ve ac t ion on ly. Do no t inc lude the cos ts of medica l

t re atment or damage repa i r in this se c t ion .

6. S ignat ure s
• Obta in the appropr iate s ignat ure s as de te rmined by the Safe t y Proce ss Report.

• Re ta in the ye l low se c t ion for your re cords, and t urn in the whi te copy to: 

or 
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