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This calendar is designed to enhance safety awareness and provide a better understanding of specific loss exposures and best practices to reduce those exposures. Each month will contain a safety topic and daily 
associated tips. See the following page for weekly topics.

Hotel employee and guest incidents: Reporting, investigations and corrective measures taken. Unfortunately, accidents and close calls occur at hotels. Prompt and effective response to accidents, coupled with 
investigations and follow-up, will assist with ensuring the injured party is receiving the appropriate attention/ treatment and hazards and unsafe acts are addressed to prevent reoccurrence. 
Learn more about hotel employee and guest incidents best practices below. 
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Identify staff members who are 
engaged in accident reporting

Ensure accident reporting training 
is provided for staff

Understand the form(s) to use for 
accidents and incidents

Always ensure the safety of the 
injured party first

Stick to the facts Be sure you understand what you 
should and shouldn’t say

Remain calm Secure the area as needed Speak to witnesses for details Evaluate the incident area for 
contributing factors

Provide accurate details Share the investigations with the 
safety committee

Don’t assume someone is clumsy 
or accident prone

Use the five why’s to identify root 
cause 

There may be multiple contributing 
factors to an incident

Engage and brainstorm on findings Clearly summarize the root 
cause(s)

Identify hazard resolution Identify safety training needed Document date corrective 
measure(s) takendeterioration

Clearly identify the actions taken 
for resolution

Ensure employee understands the 
training

Confirm hazard resolution is 
adequatecontent from floor

Groundhog Day

Valentine’s Day

 Week 1: Accident reporting

 Week 2: Accident investigations

 Week 3: Identify root causes

 Week 4: Corrective measures taken

President’s Day



February 2025
Hotel employee and guest incidents: Reporting, investigations and corrective measure taken.  
Unfortunately, accidents and close calls occur at hotels. Prompt and effective response to accidents, coupled 
with investigations and follow-up, will assist with ensuring the injured party is receiving the appropriate 
attention/ treatment and hazards and unsafe acts are addressed to prevent reoccurrence. Learn more about 
hotel employee and guest incidents best practices below. 
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Disclaimer
Verita CSG, Inc. (d/b/a Verita CSG Insurance Services, Inc. in the States of California and New York) (“Verita”) is a general agent with its principal place of business in Portsmouth, New Hampshire (CA license #: 0660690). Verita underwrites 
insurance business on behalf of certain non-affiliated insurance companies subject to pre-approved underwriting guidelines. Verita is licensed as a property casualty insurance agency in all states in which products are offered. Availability and 
qualification for coverage, terms, rates and discounts may vary by jurisdiction. Policy obligations are the sole responsibility of the issuing insurance carrier. Coverage under any insurance policy is subject to the terms and conditions of that policy 
and is ultimately the decision of the buyer. Verita receives commission and/or additional compensation from its insurance company partners in connection with its sale of insurance to you.

The information contained herein is provided for information purposes only is not intended to constitute legal, medical or other professional advice and should not be relied upon in lieu of consultation with your own legal and/or other professional 
advisors. Some of the information, examples and suggestions presented in this material may be compiled by third party sources we consider to be reliable, however we do not guarantee and are not responsible for the accuracy of such 
information. We assume no duty in contract, tort, or otherwise in connection with this publication and expressly disclaim, to the fullest extent permitted by law, any liability in connection with this publication. Verita CSG, Inc. does not undertake to 
update the information included herein after the date of publication. Accordingly, readers should be aware that certain content may have changed since the date of this publication.

1.	 Identify staff members who are 		
	 engaged in accident reporting

2.	 Ensure accident reporting training is 	
	 provided for staff 

3.	 Understand the form(s) to use for 		
	 accidents and incidents

4.	 Always ensure the safety of the 		
	 injured party first

5.	 Stick to the facts

6.	 Be sure you understand what you 		
	 should and shouldn’t say

1.	 Remain calm

2.	 Secure the area as needed

3.	 Speak to witnesses for details

4.	 Evaluate the incident area for 		
	 contributing factors

5.	 Provide accurate details

6.	 Share the investigations with the 		
	 safety committee

1.	 Don’t assume someone is clumsy or 	
	 accident prone

2.	 Use the five why’s to identify root 		
	 cause 

3.	 There may be multiple contributing 	
	 factors to an incident

4.	 Engage and brainstorm on findings

5.	 Clearly summarize the root cause(s)

1.	 Identify hazard resolution

2.	 Identify safety training needed

3.	 Document date corrective 			 
	 measure(s) taken

4.	 Clearly identify the actions taken for 	
	 resolution

5.	 Ensure employee understands the 		
	 training

6.	 Confirm hazard resolution is 			 
	 adequate

Week 1
Accident reporting

Week 2
Accident investigations

Week 3
Identify root causes

Week 4
Corrective measures taken


