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Incident Report Form
2025-2026


For staff, apprentices, employers, visitors and contractors

This form supports the organisation’s Health & Safety Policy requirements for reporting incidents within 24 hours, including injuries, near misses, dangerous occurrences and work-related ill health. 

1. Person Reporting Incident
	
	Details

	Name
	

	Job Title / Role
	

	Employer / Department
	

	Contact Number
	

	Email Address
	

	Date Report Completed
	



2. Person Involved in Incident
	
	Details

	Name
	

	Apprentice / Staff / Visitor / Contractor
	

	Employer Name
	

	Age (if under 18)
	

	Contact Number
	



3. Incident Details
	
	Details

	Date of Incident
	

	Time of Incident
	

	Location
	

	Type of Incident
	☐ Injury ☐ Near Miss ☐ Dangerous Occurrence ☐ Ill Health ☐ Violence/Aggression

	Was emergency services attendance required?
	☐ Yes ☐ No

	Was first aid provided?
	☐ Yes ☐ No

	Name of First Aider
	




4. Description of Incident
Please provide a brief factual summary of what happened, including:
· What activity was taking place 
· What happened 
· Any equipment involved 
· Any immediate risks identified 
Incident Summary:
	



5. Injury / Outcome
	
	Details

	Nature of injury / illness
	

	Part of body affected
	

	Was time off work required?
	☐ Yes ☐ No

	If yes, estimated days absent
	

	Was anyone else affected?
	☐ Yes ☐ No



6. Immediate Action Taken
Please record any actions already taken to make the area safe or prevent recurrence.
	




7. Witness Details (if applicable)
	Name
	Contact Details

	
	

	
	

	
	



8. Manager / Health & Safety Review
	Field
	Details

	Reviewed By
	

	Date Reviewed
	

	RIDDOR Considered?
	☐ Yes ☐ No

	Further Investigation Required?
	☐ Yes ☐ No

	Corrective Actions Required
	



9. Signatures
	Role
	Signature
	Date

	Person Reporting
	
	

	Manager / H&S Lead
	
	



Submission Guidance
· All incidents should be reported within 24 hours in line with the Health & Safety Policy. 
· Completed forms should be submitted to the designated Health & Safety Lead. 
· Serious incidents must be escalated immediately. 
· Forms should be retained securely as part of the organisation’s incident register.
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