Incident report
For any event at work that caused, or could have caused, injury, ill health or damage, including near misses. Write it as soon as you can, in the words of the person who was there, and read it back before it is filed.
Make the area safe first. Writing this report must never delay emergency or safety procedures.
1  The event
	Date
When it happened, not when this was written.

	Time
As close as you can.

	Site
Site or project name.



	Exact location
Specific enough for someone who wasn’t there to find it: building, area, bay, line or asset number.


	Type
Tick one. A near miss is an unplanned event that could have caused injury, ill health or damage, and didn’t.
☐ Injury      ☐ Ill health      ☐ Damage      ☐ Spill or release      ☐ Near miss      ☐ Other



2  The account
	What happened
In order, in the words of the person who was there: what they saw, heard and did. Leave causes and blame to the investigation.


	What was the person doing just before?
The task, the equipment in use, and anything unusual about the conditions.



3  People and equipment
	People involved
Name and role. Include contractors and visitors.

	Others exposed
Anyone else in the area who could have been hurt.


	Witnesses
Name and how to reach them. Each witness gives their own account, separately.

	Equipment, vehicle or substance
Name, asset number and condition. For an unknown substance, describe the container and label.



4  What was done
	Done straight away
First aid, isolation, barriers, clean-up, and who was told.

	Asked for, not yet done
Inspections, repairs or checks that someone has requested and nobody has completed.



5  What isn’t known
	Anything the person couldn’t see, check or confirm
An honest gap is more useful than a guess, because a reviewer can follow it up.



6  Who wrote it
	Account given by
Name and role.

	Written down by
Only if someone else wrote it. Name and role.

	Read back and confirmed
By the person who gave the account.
☐ Yes      ☐ No
Date



7  Follow-up   For the reviewer
	Actions agreed
Keep each action separate, with its own owner and due date.



	Reviewed by
Name and date.

	Record number
In your safety system, if it has one.

	Reporter told the outcome on
Tell the person who reported what happened next.
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