
eGuide:  
7 Steps to Help 
You Manage 
EHSQ Incidents 
that Could 
Derail your 
Business



Before an Incident Occurs

 Determine who owns incident management

 Determine roles and create a contact list

 Develop a communication plan

When an Incident Occurs

 Confirm the type of incident that occurred and  
 identify the steps required to respond

 Investigate the incident

Following an Incident

 “Contain” the incident

 Recover and restore

About the Author

Disclaimer

TABLE OF 
CONTENTS
2

2

3

3

4

4

4

5

5

5

6

7



EHS incidents can be painful for injured employees, the environment and your organization’s 
bottom line, but incident management and reporting doesn’t have to be a pain point for you. 
Safety and environmental disasters rarely occur because of a single event or incident, which 
is why it’s critical to adopt an incident management system that identifies root causes and 
near misses and protects your business from future occurrences. 

Generally, an incident is an event or situation that causes disruption to the organization: an 
employee is injured or killed, property is damaged, an environmental release occurs (can 
be contained within the facility or travel outside the facility), security is breached, third 
parties are harmed (for example, a hospital patient is harmed as the result of malfunctioning 
medical equipment) and/or products are damaged. 

Any serious loss should be investigated promptly and thoroughly. Such losses also point to 
deficiencies in the safety management system (SMS) or quality management system (QMS) 
that need to be corrected. Multiple people/departments in your organization will have 
an interest in the outcome of an incident investigation and possibly will play a role in the 
thorough investigation of incidents. 
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It’s important to remember that loss of any kind impacts an organization. The suffering of 
employees and their families, the cost of work-related injuries and equipment loss, liability 
and lost production time cause concern all the way up to the executive suite. 

Here are 7 best practices to follow to successfully manage incidents: 

BEFORE AN INCIDENT OCCURS
 
1. Determine who owns incident management
 
Before you even start to investigate an incident, you must determine who is in charge of 
incident management. The person who is placed in charge of incident investigation should 
meet the following criteria: 

• Be trained in incident management and have knowledge of EHS and the company’s  
safety policies.

• Have access to incident management software and other tools required to manage  
the incident.

• Be able to devote the time and resources requires to provide quick and effective  
incident response.  

A business leader (or leaders) should be the corporate sponsor of the incident management 
plan and should help with development of the plan. The buy-in of executive leadership is 
critical as the incident management team needs to be properly resourced. 
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2. Determine roles and create a contact list
 
Identify everyone at your organization who should be involved in the incident investigation 
and response process. This could include employees from different levels in the organization 
and different departments, such as:

• Executive team
• Health and safety
• Environmental management
• Line employees
• Supervisors or managers
• Human resources
• Marketing or PR 

The list should include names, contact information and the role of that employee in incident 
management/investigation.  

3. Develop a communication plan 
 
The communication plan doesn’t just include communicating to authorities or the public 
about an incident; it can include communicating with employees and their families as an 
incident is occurring or immediately after an incident has occurred. If a tornado sweeps 
through your town or a flood cuts off access to your facility, you need to know how and what 
to communicate to employees and the neighbors of your facility. If an explosion occurs at the 
facility, do employees know where to go to regroup or where to find emergency messages? 
That’s all part of your comms plan.  

Experts suggest having multiple communication methods available, including email, text 
messages, phone trees, etc. And the first people who need to be notified are the employees 
tasked with incident management and response.  
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WHEN AN INCIDENT 
OCCURS
4. Confirm the type of incident that occurred and 
identify the steps required to respond 
 
Once you’ve taken care of preliminary details, you’re ready 
to define the actual steps that your organization will take if 
an incident occurs. Your first step is to identify and confirm 
that an incident occurred. In some cases, everyone knows an 
incident happened (fire, explosion, environmental release). In 
other cases — such as an injury to an employee — it’s not as 
obvious to the rest of the workforce. 

5. Investigate the incident
 
All incidents should be investigated. Each organization’s 
investigation process should be specific to that company, but 
most plans should include steps that cover: 

• Incident identification.
• Incident reporting, including interviews with those 

involved (and full contact information in case additional 
questions come up during the investigation) and 
photographs if appropriate.

• Incident tracking (this is particularly important if a series 
of events led to the incident or if it has occurred more 
than once). 

• Incident analysis (initial source, type, impacted employees 
and assets, location, scope). 

One of the most powerful tools in the toolbox of any EHSQ 
professional is a timely, accurate incident report. These reports 
document incidents that caused injuries to employees or 
damage to property, as well as “near-miss” incidents that could 
have caused injury or property damage. Incident reporting 
and management empowers EHSQ professionals to capture, 
track, investigate and report on all incidents and near-misses, 
including injuries and illnesses, spills, property damage, security 
breaches, employee misconduct and vehicle incidents. 

Based on the data found in the incident report, your response 
team will identify the overall impact of the incident on your 
business. 
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FOLLOWING AN 
INCIDENT
 
6. “Contain” the incident
 
Depending on the incident, the team must take 
quick action to help mitigate the damage it will 
cause. This might be environmental damage, 
facility damage, injury to employees, reputational 
damage or all of the above. This is where the full 
incident investigation team comes into play, as 
well as outside experts such as environmental 
remediation teams, architects and engineers, 
equipment manufacturers and more.  

Your marketing or public relations team, often 
working with legal counsel, will help craft any 
public messaging the organization wishes to 
share about the incident and its impact on the 
workforce, facility or surrounding community. 

Depending on the incident, determine the 
following: 

• Do regulatory agencies need to be informed? 
• Does local law enforcement need to be 

informed?
• Does the public need to be informed?
• Does the incident carry any legal 

ramifications? 

Step 7: Recover and restore
 
Depending on the incident, a significant recovery 
operation could be required to recover or rebuild 
from the incident. This recovery process could 
involve local authorities, outside agencies, 
corporate resources, the leadership team, the 
incident management team and various facility 
teams such as maintenance, production, safety, 
human resources and more.  
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If the facility was heavily damaged, then decisions need to be made regarding rebuilding 
and cleanup and construction timelines need to be created, though these will not fall to the 
incident management team. 

What might fall to members of the incident management team in the aftermath of a serious 
incident, particularly if it involves employee injuries or deaths, is communication with 
workplace safety and health agencies, other employees, the leadership team, the press 
and local authorities. The point should be made that the incident has been or will be fully 
investigated and any causes have been or will be discovered and mitigated and controls 
instituted to ensure the incident cannot reoccur. 

The results of the incident investigation could become evidence in court filings or 
investigations by regulatory agencies, so it’s important for it to be as accurate as possible 
and for the organization to be perceived as doing everything within its power to ensure 
similar incidents do not reoccur. 

About the Author
 
Sandy Smith is Head of Global Content Marketing for Intelex Technologies. An award-
winning newspaper reporter and business-to-business journalist, Smith has spent 25 
years researching and writing about EHSQ and networking with EHSQ professionals. She is 
passionate about helping them become leaders in building and maintaining safe workplaces 
and engaging employees in the creation of workplace cultures that promote and support 
operational excellence.
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Free Trial

If you would like a free trial of our software solution, please click here. You will have the 
opportunity to experience the basic “plug-and-play” software before making a commitment. 

Free Demo

If you would like a demonstration of our software solution, please click here. This includes a 
product tour and a conversation with our software experts. 

Pricing Information

If you would like to receive a custom quote or pricing-related information, please click here. 
This includes the total business value that our software will provide, projected ROI, financial 
benefits via a “hard dollar” analysis, and total business benefits via a “soft dollar” analysis.

Disclaimer

This material provided by Intelex is for informational purposes only. The material may 
include notification of regulatory activity, regulatory explanation and interpretation, policies 
and procedures, and best practices and guidelines that are intended to educate and inform 
you with regard to EHSQ topics of general interest. Opinions are those of the authors, and 
do not necessarily reflect the opinion of Intelex. The material is intended solely as guidance 
and you are responsible for any determination of whether the material meets your needs. 
Furthermore, you are responsible for complying with all relevant and applicable regulations. 
We are not responsible for any damage or loss, direct or indirect, arising out of or resulting 
from your selection or use of the materials. Academic institutions can freely reproduce this 
content for educational purposes.
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www.intelex.com

With almost 30 years of EHSQ experience, we know a thing or two about how safety, 
quality and sustainability can preserve lives and protect the planet. And we know you 
need to drive productivity and operation excellence, too.

That’s why our technology solutions are built for EHSQ experts by EHSQ experts.

Enterprise Grade Platform 
Experience Intelex’s powerful platform 
including advanced security and 
privacy measures, global localization 
and data residency support, user-
friendly configurability and open APIs to 
integrate seamlessly with your existing 
enterprise investments. 

Mobile First Approach 
Leverage mobile applications to simplify 
data gathering, connect and engage 
workers in real time and easily create, 
deploy and update action plans from any 
location and on any device, even offline, 
for maximized results.  

Partner of Choice 
With an extensive breadth of 
capabilities, diverse partner ecosystem 
and global footprint, Intelex is trusted 
by almost half of the top 20 Fortune 500 
companies to manage their Health & 
Safety, Environmental & Sustainability 
and Quality & Supplier management 
programs.

https://www.intelex.com/request-trial
https://www.intelex.com/request-demo
https://www.intelex.com/request-price

