
Manager Checklist for Employee Incident
*This Checklist must be completed and turned in with Incident Report*
If there is an Emergency, call 911
· Fill out Incident Analysis Form to the best of your knowledge
· [bookmark: _Hlk185604729]Take photos of the area where the incident occurred with personal phone or ipad immediately (be sure to include any hazards)
· Email photos to [insert email address]
· Call [contact person] to let them know what happened
· Log information & steps taken into Manager Log Book. Be sure to notate:
· Exact time of incident
· Condition of the site
· All employees on shift
· Turn in Employee Incident Analysis Form within 24 hours to [office] in person or via email [insert email address]
· [bookmark: _Hlk185604701]Collect any foreign objects, broken equipment, etc.
Further instructions may be given

Date of Incident: _________________        Time of Incident: ______________________
Manager on Duty:
________________________    ___________________________
Name				Signature
________________________    __________________
Title				Date
12/20/24

