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INCIDENT/ILLNESS REPORT FORM 
GUIDANCE 
Health, Safety and Wellbeing Team

The incident /illness report form (Document Library and School Room) should be completed by the 

injured person or the person discovering the property damage as soon after the incident as practical. 

In the event that this is not possible, or if there would be a significant delay between the incident and 
the report, a colleague can complete this report.  

 

A. This report is about an: 

Please tick the most appropriate box.  

 If reporting a Violent Incident line managers must also complete part F of this form 

 Property Damage is any significant building or equipment damage, even if the details of the 

cause/incident are unknown 

 Near Miss: An "almost" accident. It's a dangerous occurrence that would have resulted in an 

injury if only one thing had been different 

 Dangerous Occurrence: Something that happens that's dangerous and could result in injury or 

death such as items falling, blasting, equipment moving. 

 

B. Injured Person’s Details: 

Please ensure that the injured person’s details are as complete as possible. 

Please do not complete Section B when reporting Property Damage - you only need to complete the 

lower part of the form in this section, dealing with your department, service area and team details.  

 

C. Circumstances of the Event:  

 

Details of what happened and how?  

It is important to include as much relevant information as possible in this section. If you need to 

continue on an additional sheet, attach it to the incident report.  

Points to consider include: 

 Why, where, when, and how; 

 Details of what equipment/materials were being used and how they were being used; 

 Any precautions that were take were taken, including PPE and whether it was issues an used; 

 Condition of the area e.g. floor coverings, lighting levels, noise levels.  

 

What injuries/health issues were caused? 

Describe the injury itself and exactly where it was, including on which side of the body. 

 

What happened after the event? 

If first aid was administered, ensure that this section includes the contact details of that person. 

If the person went to Hospital, include the date and time this happened. 

http://documentlibrary/documents/hs_accident_incident_report.doc
http://www.plymouth.gov.uk/hs_accident_incident_report.doc
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D. Details of person completing form 

This section should be completed by the injured person immediately following the accident wherever 

possible. If the form has been completed on behalf of the injured person/ or the form is being used to 

report property damage your contact details are essential.  

 

E. Line Managers Investigation  

Page 2 of the Incident/Ill Health Report must be completed by the line manager or person 

investigating the accident.  

Any witnesses should be contacted as part of the investigation and their details confirmed in this 

section. 

The report should include details of risk assessments and whether they were reviewed following the 

incident. 

 

What did you find out about the cause of the incident?  

This section should cover: 

 What happened? (why, where, when and how) 

 What was the direct cause of the accident? 

 Were there underlying circumstances which led to an unsafe condition prior to the accident?  

 What equipment/materials were used? 

 How was the equipment used? 

 Were staff involved competent to carry out the task (experience/suitable & sufficient training)? 

 Was a suitable and sufficient risk assessment available? 

 What precautions were taken and were they adequate? 

 Was anything not done that should have been done? 

 Other relevant information e.g. floor conditions, lighting 

 What action have you taken to prevent recurrence? 

Please see HSPS10 – Incident Management (Document Library and School Room) for further 

information about carrying out an incident investigation. 

If you need help or advice when carrying out an incident investigation please contact the Health, 

Safety and Wellbeing Team on 01752 312523 or email healthandsafety@plymouth.gov.uk 

 

F. Violent Incidents Only (See part A) 

This part of the Incident form must be completed as fully as possible by the investigating manager. For 

more information and guidance refer to HSPS14 a copy of which can be found on both Document 

Library and School Room. 

When reporting a violent incident try to provide a description of the alleged aggressor if their name 

or address isn’t known. 

 

http://documentlibrary/documents/HSPS10%20Incident%20Management.pdf
http://www.plymouth.gov.uk/hsps10_incident_management.pdf
mailto:healthandsafety@plymouth.gov.uk
http://documentlibrary/documents/hsps14_managing_violence_and_aggression.pdf
http://documentlibrary/documents/hsps14_managing_violence_and_aggression.pdf
http://www.plymouth.gov.uk/hsps14_managing_violence_and_aggression.pdf
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G. Absence Details  

If the injured person was absent from work as a result of the event, identify when absence started 

prior to returning the form to the Health, Safety and Wellbeing Team. The date the employee 

returned to work should be added if known, although this should not delay the report as the this 

information can be added at a later date. 

 

H. Reviewing Service Manager / Head Teacher  

The investigating manager’s service manager or Head Teacher should complete this section to 

confirm they have reviewed the information.    

The reviewing manager should include any comments or instructions they wish to bring to the 

attention of the manager 

 


