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How To - Submit An Incident Report Investigation

1 Start with your email Notification.

2 Click the First Link provided in the email to review the Incident information.

3 For Resources & Help completing an Incident Investigation navigate to the Risk
Management & Safety Website.

4 Incident Reporting & Management | Risk Management and Safety | University of
Notre Dame

https://riskmanagement.nd.edu/incident-reporting-management/
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5 Click "Fillable 5 Why Template and Guide" to download a fillable form to assist with
the Investigation Process.

6 Complete the 5 WHY template, Save then Close the document.
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7 Copy Your Incident ID number. You will need it for the next step.

8 Click "Click Here" to be directed to the Investigation Complete form.



Made with Scribe - https://scribehow.com 4

9 Click the "Incident ID" field and enter the number (step 7).

10 Click the "Provide a description of the causes" box to enter a summary of the
investigation findings.
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11 Click the box(es) with the corresponding Root Cause(s) identified in the
Investigation process.

12 Click "Attach Here" to upload your Completed and Saved 5 WHY form and any
additional information you wish to include.

https://riskmanagement.nd.edu/assets/445015/management_system_root_cause_descriptions.pdf
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13 Click the "Add" button to enter an Action Item.

14 To assign an Action Item, Enter the person's "NetID" in the first field (the First
Name, Last Name, and Email will be completed for you if the NetID is correct).
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Tip! Utilize the ND Directory for assistance with NetID information.

15 Click the "Assignment Description" field to provide a description of the Action
Item.

Tip! Repeat Steps 13 - 15 to Add multiple Action Item Assignments and Target
dates.

https://search.nd.edu/
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16 Click the "Add" button to include an Approver of the Investigation.

17 Click the "NetID" field to enter the Approver's information.

Alert! Approvers should include, at minimum, Department Leader & Safety
Contact.



Made with Scribe - https://scribehow.com 9

Tip! Repeat Steps 16 & 17 to Add multiple Approvers.

18 Click "Submit" to complete the Investigation form.


