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The purpose of this job aid is to provide guidance to Advisors on responding to incident 
notifications, late reporting, incomplete or insufficient reports, and final Contractor Incident 
reports. The purpose is to identify email recipients and provide email instruction to promote 
professionalism and consistency among Advisors. Note, these procedures do not apply to 
Good Catch events. 

Incident Notifications 

1. Upon receiving a Preliminary Incident Notification, the Advisor assigned to the project 
shall forward the email to the project TCR.  

2. Advisor shall go to the event posting in VERO and subscribe to both New Documents 
and Closeout Summary.  

 

3. Email Recipient 

a. TCR (only recipient not registered to receive email Notifications from VERO) 

  

Click to 
change 
icon to 
Yes.  



 

 
 

Late Reporting   

1. If after five (5) calendar days, you have not received an email notification indicating the 
contractor has uploaded a final report, the Advisor shall verify status in VERO and send 
an email to the Contractor requesting submittal. 

2. Email shall consist of the original preliminary notification email forwarded to the listed 
recipients. 

3. Email shall be short, concise and include the contractual language listed in the 
Supplemental Safety Terms and Conditions.  

4. Email Recipients: 

a. Contractor Safety Representative identified on Preliminary Notification 

b. AEP Project Manager 

c. TC 

d. Lead Advisor  

e. VERO Analyst (Aaron Thomas) 

  

Contractor Safety Representative; AEP Project Manager; TCR; Lead Advisor 
VERO Analyst (Aaron Thomas) 



 

 
 

Incomplete/Insufficient Final Reports 

1. Once Final report is uploaded to VERO, the Advisor should receive a notification and 
review the report to ensure it includes all required documents. In addition to root 
cause analysis and corrective actions, the Final Incident Report shall include the 
following: AEP Contractor Incident Report, Contractor Internal Incident Report, 
Witness Statements, Pictures of the Scene and THA for the Task. 

2. In the event the Final Report does not include all required documents, Advisor shall 
send an email to the Contractor requesting the additional information. Email shall be 
short, concise and identify the missing documents. Email shall also include the 
instruction the Contractor received upon receipt of filing the preliminary notification.  

3. Email Recipients 

a. Contractor Safety Representative identified on Preliminary Notification 

b. AEP Project Manager 

c. TCR 

d. Lead Advisor  

e. VERO Analyst (Aaron Thomas) 

Contractor Safety Representative; AEP Project Manager; TCR; Lead Advisor 

VERO Analyst (Aaron Thomas) 



 

 
 

Final Reports with all required documents (Excludes OSHA 
Recordable Events) 

1. The Advisor should download the Contractor Incident Investigation Report and submit 
to the assigned AEP Project Team.  

2. Email shall identify incident type, project name, date of occurrence and advise 
recipients to the attached final report. 

 

3. Email Recipients:  

a. AEP Project Manager,  

b. TCR,  

c. Lead Advisor, and  

d. AEP Superintendent. 

  

AEP Project Manager; TCR; Lead Advisor; AEP Superintendent 



 

 
 

Final Reports (OSHA Recordable/DART/Select Outage 
Events) 

1. Final Reports that result in an OSHA Recordable or DART event shall be downloaded and 
sent to the AEP project team and Regional Health and Safety Management team.  

 

 
2. Outage Events deemed significant shall also be downloaded and forwarded to the AEP 

Project team (Determined on a case-by-case basis in consultation with Lead Advisor and 
CM). 

  

a.  To download the Contractor Incident 
Investigation Report, left click the icon with 3 
vertical dots. 

a 

b 

b.  Left click “Download” 



 

 
 

3. Email Recipients (Figure 6) 

a. AEP Project Manager 

b. TCR 

c. Lead Advisor  

d. AEP Superintendent 

e. AEP Construction Manager 

f. AEP Contractor Safety and Health Manager(s) 

g. AEP Contractor Safety and Health Director 

 

AEP Project Manager; TCR; Lead Advisor; AEP Superintendent; AEP Construction Manager 

AEP Contractor Safety & Health Manager(s); AEP Contractor Safety & Health Director 
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