LWBC
Incident Report Form
A clear, editable form to record an accident, near miss or other incident at work: what happened, who was involved and what was done about it. Complete it as soon as possible after the event, while details are fresh, and stick to the facts.
1. Person completing this form
	Name
	
	Role
	

	Date completed
	
	Contact
	


2. Incident details
	Date of incident
	
	Time
	

	Exact location
	


Type of incident
☐ Accident / injury     ☐ Near miss     ☐ Property or equipment damage     
☐ Verbal or physical aggression     ☐ Security     ☐ Other     
3. People involved
	Name
	
	Role / relationship
	

	Name
	
	Role / relationship
	

	Name
	
	Role / relationship
	


4. Witnesses
	Name
	
	Contact
	

	Name
	
	Contact
	


5. What happened
Describe the events in order, factually. Avoid opinion or blame.
	







6. Injury or harm
Nature of any injury or harm, and who was affected.
	




	First aid given? By whom?
	
	Taken to hospital?
	


7. Immediate action taken
	





8. Who was notified
	Manager / supervisor
	
	Date and time
	

	Emergency services (if called)
	
	Next of kin / family
	


9. Follow-up and prevention
What will be done to stop this happening again, who is responsible, and by when.
	





10. External reporting
Some incidents must be reported externally, for example to the HSE under RIDDOR, or to a regulator such as the CQC in care. Check whether this incident is reportable.
☐ Reportable externally?  Yes     ☐ No     ☐ Not sure     
	Reported to
	
	Date reported
	


Sign-off
	Completed by
	
	Signed / date
	

	Reviewed by (manager)
	
	Signed / date
	


	A free template from LWBC Solutions
We help businesses fix what slows them down — software, systems, policies, forecasting and plain advice. Tell us what your bottleneck is and we will build the fix.   lwbc.ltd


This is a general template provided by LWBC Solutions as a starting point, not legal, health-and-safety or HR advice. Reporting duties (including RIDDOR and sector regulators) are your responsibility; check what applies to your business and keep completed forms securely in line with data protection law.
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