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WHAT HAPPENED
Incident report form
	Field
	Entry

	Report reference
	

	What it was: injury accident, near miss, dangerous occurrence, work-related ill health, damage only
	

	Project or site
	

	Date
	

	Time
	

	Exact place on site
	

	Activity at the time
	

	Reported by
	

	Reported on
	

	Supervisor
	



The person involved. Full name, occupation and injury are the particulars the record must hold (RIDDOR 2013 Schedule 1 Part 2).
	Field
	Entry

	Full name
	

	Occupation
	

	Employer
	

	Status: employee, subcontractor or agency, self-employed, visitor or public
	

	Injury and part of the body
	

	First aid given by
	

	Taken to hospital?
	

	What happened: the circumstances, in the order things happened. Facts, not blame.
	



	Witness
	Employer
	Phone
	Statement taken

	
	
	
	

	
	
	
	

	
	
	
	





RIDDOR CHECK
Does it have to be reported to HSE?
The responsible person reports a specified injury, a death, a dangerous occurrence or a member of the public taken to hospital without delay: online, or by phone on 0345 300 9923 for deaths and specified injuries only. The report must arrive within 10 days. An injury that keeps a worker off normal duties for more than seven consecutive days is reported within 15 days. HSE, When do I need to report an incident?
	Check
	Tick

	Fracture, other than a finger, thumb or toe
	

	Amputation
	

	Injury likely to cause loss or reduction of sight
	

	Crush injury to the head or torso
	

	Serious burn or scald
	

	Scalping needing hospital treatment
	

	Loss of consciousness from head injury or asphyxia
	

	Enclosed space injury needing resuscitation or 24 hours in hospital
	

	Off normal duties more than 7 days
	

	Off more than 3 days: record only
	

	Member of the public taken to hospital
	

	Dangerous occurrence
	

	Death
	



	Field
	Entry

	Reportable?
	

	Reported on
	

	Method: online or phone
	

	HSE reference
	

	Accident book entry made, reference
	

	Reported by
	

	Made safe: what was done straight away
	

	Told: the person’s employer
	

	Told: principal contractor or client
	

	Told: insurer, if a claim is likely
	

	Told: next of kin, if needed
	



The record is kept for at least three years (RIDDOR 2013 regulation 12). Employers with ten or more people normally at the same premises keep an accident book and keep each entry for three years (Social Security (Claims and Payments) Regulations 1979 regulation 25).


INVESTIGATION
Why it happened, and what changes
HSE’s guide HSG245 looks for the immediate cause, the underlying causes and the root cause, so the action fixes the system rather than the moment.
	Field
	Entry

	Immediate cause
	

	Underlying causes
	

	Root cause
	

	Could it have been worse: minor, serious injury, major injury or death
	



	Action
	Owner
	By
	Done on

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Field
	Entry

	Lessons briefed at
	

	Date
	

	Investigated by
	

	Position
	

	Signature
	

	Date
	



Not legal advice. Check it against HSE guidance and your own procedures.
Free editable template from unibuild.co.uk/downloads/incident-report-form/. Not legal advice: tailor it to the job and have it approved.




