Kelowna International Airport

ASSIGN REPORT:
Add initial comments to provide any
additional information or context

NEW SAFETY
REPORT

Forward to CoK

Is there a possibility of a claim
Risk Management

against the City from this report?

NO

Did an incident occur? (Damage,

YLW SAFETY REPORT FLOW CHART

injury, operational interruption)

NO

INFORMAL RISK ASSESSMENT
Does this require root cause
analysis?

Isit trending?

YES—

Y

CONDUCT ROOT CAUSE
ANALYSIS
5 whys method
Recommend mitigation to
stop/interrupt root cause
Document in
INVESTIGATION NOTES

INVESTIGATION NOTES:

Confirm/clarify all facts, use CCTV analysis
Attach any supporting evidence (photos,

emails, etc.)

Note related policy/procedure (AD, AVOP,

etc.)

S/FER

HARE WITH TENANT SM
If appropriate,share root cause and
mitigation recommendations
Ask for feedback andf or
concurrence

NO

v

Add correspondence to
INVESTIGATION NOTES and/or
| CORRECTIVE ACTION TAKEN,
YES as applicable

CORRECTIVE ACTION TAKEN:
Detailed account of any action taken.
Was an infraction record required and/or
issued?
Was a CAP issued to an outside agency?
Recommend any monitoring and/or follow-up

A

Revision Date: June 26, 2023

l

CLOSE REPORT:
Public comments on action taken (back to
originator and YLW team)
Summary of investigation + actions taken
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