GCHARLOTTE Supervisor Investigation in EHSA Onsite

The Supervisor Incident
Investigation module in the EHSA
Onsite information technology
system is where employee injury
incidents are reported and
investigated.

Aerts @ Help
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ECHARLOTTE Supervisor Investigation in EHSA Onsite

Email Example

* The injured employee’s supervisor

The following Injury Incident Report is in the status of. Supervisor Investigation

Wl ll r e C e lve a n e m a 11 th at r e q u e S t Please login to complete the supervisor investigation report. Hit the green "Close / Mark Reviewed" that you will see at the bottom of the Supervisor Investigation tab, like pictured below:
C O mpl eti O n O f th e S u p e rVi S O r If you need assistance, please click here for a list of contacts:http:/safety charlotte edu

Event Tracking Submitted for Review:

Incident Investigation module in oo s

Review Status: Open

EHSA OnSite system. e

Date Due:

* C(lick the link provided in the email
and log in with your NinerNet ety e
cre d c ntl al S. If you click the link and you land on the EHSA main page. please click the link in this email again

If you have any questions regarding the information submitted please contact the EHS Office by calling 704-687-1111 or via email at ehsoffice@uncc edu
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Supervisor Investigation in EHSA Onsite

1) Click on the
Supervisor
Investigation tab.

2) Access the
employee Incident
Report to confirm
employee work
status.

3) Complete all
Supervisor
Investigation
entry tabs.

Employee Incident Report
General Information
Assigned Reviewers & Witnesses

Gpawisor Inve stigaD

EHSA Post Investigation

Documentation

Supervisor Investigation: Contributing Factors & Corrective Actions

<{:mployee wiork status >

Supervisor Investigation

Incident Investigation Information:

Describe the specific activity the employee was engaged in and the sequence of events the caused the incident. Include
objects or substances that directly injured or made the employee ill. Describe tools, equipment, and personal protective
equipment (PPE) used. Aftach pictures of incident location andior property damage and/or police reports. Describe Who
Whal, When, Where, Why & How.

escribe
Y
Altach employee incident report form, pictures, police reports, or other pertinent information.

ST Mo Attachments

Hazard Information

Prior to beginning the task, did the employee review hazards/dangers?
OvYes ONo

Prior to the incident, did the employee complete applicable safely training?
Oves OnNo

Prior to the incident, did the employee attempt to control the hazard (s) (i.e., report the hazard, eliminate the hazard,
engineer oul the hazard, substitute for less hazardous materials, tag oul of service, or wear personal prolective

Save & Exit

Save Progress

_ -
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GCHARLOTTE Supervisor Investigation in EHSA Onsite

Employee Incident Report

erd InformatiD
. General Information
1) Access HR Learning &

D eVEIODm ent P Ortal to I‘eVi ew Prior to beginning the task, did the employee review hazards/dangers?

Assigned Reviewers & Witnesses

. . Y N
employee safety training. OYes Oto
Supervisor Investigation @dent did the employee complete applicable s@

. OYes UTo
2) Access the EHS Accident / EHSA Post Investigation
InCident Prevention WebSite, Prior to the incident, did the employee attempt to control the hazard (s) (i.e., report the

. . . T hazard, eliminate the hazard, engineer out the hazard, substitute for less hazardous

to review ]Ob hazard analy51s materials, tag out of service, or wear personal protective equipment)?
information. OYes ONo O Unknown

Is a job hazard analysis (JHA) available for this task?
3) Select all the appropriate OYes ONo O Unknown

Hazard Information tabs.

Is a job hazard analysis (JHA) needed for this task?
OYes ONo O Unknown

ehsoffice@uncc.edu | (704) 687-1111 | 9201 University City Blvd, Charlotte, NC 28223



https://safety.charlotte.edu/services/accident-incident/prevention
mailto:ehsoffice@uncc.edu
https://hr.charlotte.edu/learning-and-organizational-development

“COTTE Supervisor Investigation in EHSA Onsite

Employee Incident Report - —
1) Access departmental ] B

General Information

records to complete all the What was the employee doing right bfors the ncident occurred?
Experience and Assigned Reviewers & Witnesses ST

Supervision information Supervisor investigation /
tab S . EHSA Post Investigation Was the task unique or not routinely performed by the employee?

OYes OnNo © Unknown

Documentation

2) Selectall the appropriate o thetask par of the employee's normal job?
Experience and oY o
Supervision information
tabs.

Did the task inherently involve a greater risk of injury?

O Yes O No © Unknown

Employee's experience with task.

A

Was the employee working alone when the incident occurred?
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GCHARLOTTE Supervisor Investigation in EHSA Onsite

1) Access the EHS Injury Incident

Reporting and Investigation ) |
mployee Incident Report o
Guide for investigation C_ commbtmarocirs >
General Information

gUidelineS. Supervisor/Management:

Assigned Reviewers & Witnesses

D Failure to model proactive safe behaviors

i o D Failure to correct known damage to equipment, tools, machinery,
Supervisor Investigation vehicles, buildings or grounds

2) Investigate to determine if
Supervisor / Management

D Inadequate safety training

EHSA Post Investigation
D Inadequate task specific training

D Lack of preventative maintenance programs

- - - Documentation
ContrlbUted to the lnCIdent' D Lack of adequate rules, policies and procedures
|:| Improper planning (may include budget, resources or schedule)
. . . D Unsafe workflows
3) Investigate to determine if 0 Notappicable (VA
Employee contributed to the
incident. /

Employee:
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GCHARLOTTE Supervisor Investigation in EHSA Onsite

) . . Contributing Factors
3) Investigate to determine if N tors
Environmental /Equipment/ Employee ncident Repor

Materials CO ntrib ute d to th e General Information [[] Hazardous or defective condition of equipment, tools, machinery,

vehicles, buildings or grounds

lnCIdent_ Assigned Reviewers & Witnesses [7] improper design of equipment, tools, machinery, vehicles, buildings or
grounds

D Personal Protective Equipment (PPE) unavailable, in poor condition, not

Supervisor Investigation
P 9 used or used improperly

4_) I nve Stigate to d ete rmin e if th ere EHSA Post Investigation g Weather or other environment factors (describe below):
Not applicable (N/A)
were other contributing factors. e

Other Contributing Factors:

. OYes O No
5) Select all the appropriate
Unknown or Unable to Identify Contributing Factors:

Contributing Factors information Oves Owo
tab S . Recommended Corrective Actions
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Employee Incident Report @mended Corrective @

General Information Employee:

1) Determine Employee

Assigned Reviewers & Witnesses D Maintain attention and minimize distractions

Recommended Corrective [} Remove hazardous condition
. . . Supervisor Investigation D Complete assigned safety trainin
Actions and describe actions. ' ™ =

EHSA Post Investigation
g D Review safety rules, policies and procedures

i D Submit EHS service request (i.e., safety training assignment, job hazard
Documentation analysis, etc.)

D Submit facilities work order (i.e., repair, preventative maintenance,
housekeeping, etc.)

2) Determine Supervisor / 03 ot ceccrbm oo

Management Recommended

Corrective Actions and describe p
actions. Supervisor/Management:

Environmental/Equipment/Materials:

D Remove hazardous conditions

3) Determine EnVironmental D Post hazard warning sign, barricade or other temporary warning
/EQUipment /Materials D Other, describe below:

Recommended Corrective
Actions and describe actions.

Describe
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/ >
Recommended Corrective Actions
\

4) Determine if additional

) . Service Request / Work Order Submitted:
Recommended Corrective Action

assistance is needed from another (L] Not Appiicable [ eHs service Request (ie
. safety training assignment
department. If so, select the appropriate job hazard analysis, etc )
Service Request/Work Order category CRNTRE Dew
and describe. [:] Facilities Work Order (i.e [:] Human Resources (i.e
grounds, buliding classification, employee
maintenance nousekeepmg relations, etc )specnfy below

etc.) describe below

5) Select all the appropriate
Recommended Corrective Action
information tabs.

[] other describe beiow
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1) Verify all Supervisor Investigation entries are correct. Select the
“Close / Mark Reviewed” button to submit the report. You will
receive an email with the supervisor incident report attached.

|

Close / Mark Reviewed Save Progress & Exit Save Progress Cancel

I

2) Verify all Supervisor Investigation entries are correct. If you need more
time, select the “Save Progress & Exit” button to complete the report ata
later date.

3) If you need any assistance, please contact the Environmental Health and Safety office.
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