How to perform an investigation:
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1.
Preliminary Investigation.  Perform the following:
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a)
Perform on-site observation with required personnel.
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b)
Interview personnel who were involved or who may be knowledgeable of the problem, on-site if possible.
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c)
Obtain written statements of facts from observers or other involved personnel.
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d)
Obtain sketches and supporting information that describe the problem/solution.
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e)
Review applicable requirements, technical work documents, operating or test procedures, Tagout record sheets, Work Authorization Form (WAF), drawings, etc.
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f)
Make an assessment of the significance or seriousness of the problem by evaluating any damage, rework, personnel injury, production or testing delays, etc.
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2.
The following questions/factors should be asked/considered during the performance of the preliminary investigation.   Any questions with a “NO” answer should be discussed in the summary of facts prepared for the critique meeting.
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a)
Were personnel qualified to perform this operation?
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b)
Did personnel performing the operation receive adequate training?
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c)
Did personnel receive a proper pre-job/pre-shift brief?
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d)
Were all requirements adhered to?
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e)
Were applicable and correct procedures and drawings on the job site and/or used?
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f)
Were communications satisfactory?
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g)
Were the requirements of the applicable procedure satisfactory?  (If not, why was this fact not recognized and operations stopped before proceeding?)
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i)
Following the unusual occurrence being investigated, were the follow-up actions that were taken correct/adequate?
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j)
Were appropriate notifications made?
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k)
Was this the first occurrence of this type of incident for the AIT Contractor in the last two years?

