
Haulin’ Jack Shipping Service, Inc. 
Incident Repor�ng Procedures 

1. Immediate Notification
Upon occurrence of any Incident, accident or injury, no mater the severity or dura�on, it is impera�ve 
that,  

• Ronald Emrick (412) 525-5556
• Chris�na Beck (724) 856-5564 ext. 405

be contacted promptly. 
The primary concern of your supervisor and the Safety Department is to ensure that the proper medical 
aten�on or first aid is administered. Addi�onally, supervisors are tasked with the urgent removal of any 
persis�ng hazards using the most effec�ve measures at their discre�on. 

2. Fact Gathering
Following the ini�al response, a comprehensive on-site accident/incident report is to be conducted 
swi�ly by the involved operator/driver and the Safety Department to ensure recollec�ons remain clear. 
The report/inves�ga�on should include an examina�on of the following elements: 

- Exact date, �me, and loca�on of the incident
- Full names, job �tles, and departments of all involved employees, drivers, operators, contractors, and

their immediate supervisors 
- Statements from any witnesses
- Sequence of events leading to the incident
- Detailed ac�vity of the employee at the �me of the accident
- Environmental condi�ons contribu�ng to the incident (such as wet roads, poor ligh�ng, noise, etc.)
- Relevant circumstances, including tasks being performed, equipment, tools, materials, personal

protec�ve equipment (PPE) u�lized 
- Detailed descrip�on of injuries sustained, including body parts affected and the severity of injuries
- Type of medical treatment administered for injuries
- Extent of damage to equipment, materials, and so forth.

3. Analyze
A�er determining how, you must find out why. This is necessary for developing an effec�ve plan of 
ac�on for control. Causes include: 

◦ Primary causes (e.g. wet or slick roads that caused a skid)
◦ Secondary causes (e.g. operators speed to fast for condi�ons)
◦ Other contribu�ng factors (e.g. poorly �re tread depth)

4. Complete Corrective Action Plan
Recommenda�ons for correc�ve ac�on might include immediate correc�ve ac�on, as well as long-term 
correc�ve ac�ons such as: 

◦ Driver/operator training on safe work prac�ces
◦ Preven�ve maintenance ac�vi�es that keep equipment in good opera�ng condi�on
◦ Evalua�on of job procedures with a recommenda�on for changes
◦ Conduc�ng a job hazard analysis to evaluate the task for any other hazards and then

train employee/driver/operator on these hazards 
◦ Engineering changes that make the task safer or administra�ve changes that might

include changing the way the task is performed. 




