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Accident and Incident Report Form
Record accidents, incidents and near misses promptly, even where nobody is injured.
Person involved
Name:  __________________________________________
Role:  __________________________________________
Employer (if a contractor):  __________________________________________
What happened
Date:  __________________________________________
Time:  __________________________________________
Location:  __________________________________________
Activity at the time:  __________________________________________
Description of the event:  __________________________________________
Injury or damage
Type of injury or damage:  __________________________________________
Body part affected:  __________________________________________
First aid given:  __________________________________________
Hospital visit (yes or no):  __________________________________________
Witnesses
Witness names and contact details:  __________________________________________
Immediate action
What was done to make the area or activity safe:  __________________________________________
Investigation and follow-up
Underlying or root cause:  __________________________________________
	Action to prevent recurrence
	Responsible person
	Due date
	Completed

	Improve storage around the access route
	Area supervisor
	Example date
	No

	 
	 
	 
	 

	 
	 
	 
	 


Delete this example before using the template.
RIDDOR reporting check
Reportable under RIDDOR? (yes or no):  __________________________________________
Date reported:  __________________________________________
HSE reference (if applicable):  __________________________________________
Review and approval
Completed by:  __________________________________________
Completion date:  __________________________________________
Reviewed by manager:  __________________________________________
Manager review date:  __________________________________________
Reporting note
Some work-related injuries and dangerous occurrences must be reported to HSE under RIDDOR. Check the reporting rules for this event at https://www.hse.gov.uk/riddor/.
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