Here's a simple guide to sorting out a workplace incident report:

1. Get the Info: Start by gathering all the details about what happened – when, where, and who was involved.
2. Use the Form: You'll probably have a form to fill out. If not, just make a basic one on your computer.
3. Fill in the Basics: Put in the date, time, place, and your own info if you're writing it.
4. Tell the Story: Describe exactly what went down – who did what, how it happened, and what went wrong.
5. Talk to Witnesses: If anyone else saw it, chat with them too. Write down what they saw and heard.
6. Note Injuries or Damage: If anyone got hurt or something got broken, jot it down.
7. Find Out What Went Wrong: Figure out what caused the problem – was it a mistake, a dodgy tool, or something else?
8. Suggest Fixes: Think about how to stop it happening again – better training, fixing stuff, or reminding everyone to be careful.
9. Check it Over: Before you finish, give it a quick check to make sure it all makes sense.
10. Send it Off: Once you're happy, send it to the right person – your boss or HR.
11. Keep an Eye on Things: Make sure any changes actually happen, so we can avoid more trouble in the future.
And that's the deal! Easy as pie, eh?

Here is an example

Workplace Incident Report
Date: [Date of the incident]
Time: [Time of the incident]
Location: [Location where the incident occurred]
Reporter: [Your name or position]

Description of Incident: On [Date of the incident], at approximately [Time of the incident], a workplace accident occurred at [Location]. The incident involved [Worker's Name], who fell off a ladder while attempting to reach items on a high shelf in the warehouse.
According to witness statements, [Worker's Name] climbed the ladder to retrieve items from the shelf. While reaching for the items, the ladder slipped, causing [Worker's Name] to lose balance and fall approximately [Distance of the fall] to the ground.

Injuries/Damage: As a result of the fall, [Worker's Name] sustained injuries to [Specify injuries, e.g., fractured arm, bruising, etc.]. [Worker's Name] was immediately attended to by onsite first aid responders and later transported to [Hospital/Clinic Name] for further medical evaluation and treatment.

Contributing Factors: Investigation into the incident revealed that the ladder used by [Worker's Name] was not secured properly and was placed on an uneven surface. Additionally, [Worker's Name] did not receive proper ladder safety training.



Recommendations: To prevent similar incidents in the future, the following recommendations are proposed:
1. Ensure all ladders are inspected regularly for defects and are properly secured before use.
2. Provide comprehensive ladder safety training to all employees, emphasizing proper ladder setup and safe climbing techniques.
3. Implement a buddy system for tasks involving working at heights, where workers can assist and monitor each other for safety.

Follow-Up Actions Taken:
· The ladder involved in the incident has been removed from service and marked for repair or disposal.
· All employees have been reminded of the importance of following safety procedures and reporting any hazards or concerns promptly.

Witnesses:
1. [Name of Witness 1] Contact: [Phone number or email address]
2. [Name of Witness 2] Contact: [Phone number or email address]

Submitted By: [Your Name/Position] [Date Submitted]


[image: A black background with a black square

Description automatically generated with medium confidence]
image1.png




