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LIVING YOUR BEST LIFE







                                               Incident Investigation Report 

	SHE Reference:
	
	HSE Reference
	

	Incident Date 
	
	Investigation Date
	

	Service
	
	Work Location 
	

	Responsible Manager
	
	Contact Number
	

	Person in Control
	
	Contact Number
	

	Investigator/s
	
	Contact Number
	


	Third Party Interest: 
	HSE
	Police
	Fire Service
	Risk & Insurance
	SEPA
	EHO

	
	
	
	
	
	
	


	Supporting Documents
	SHE Report
	Witness Statements
	Photos
	RAMS

	Inspection/

maintenance records
	Training Records

	
	
	
	
	
	
	


	Incident Detail

	Where and when did the incident happen?

Give the exact location and time of incident.  

	

	 What type of work task/ activity was being carried out at the time of the incident?

	

	Who was involved in the incident? 

Provide the names and designations of all persons involved, including any witnesses.

	

	 Were any injuries sustained as a result of the incident and was medical attention required? 

Name(s) of injured person, type of injury and nature of first aid/ medical assistance. Specify if person(s) taken to hospital.

	

	How did the incident happen?
Give a full description of the events leading up to and during the incident.

	

	Was any plant or equipment which was in use at the time of the incident, in good condition and properly inspected/maintained?
Check inspection/ maintenance records where applicable.

	

	Had the employees received appropriate information, instruction and training for the task/ activity being carried out?
Training/induction records where applicable.

	

	Where there adequate safe working procedures in place for the tasks being carried out?

Appropriate risk assessments/ method statements etc.

	

	Were the risks known to those involved in the incident? 

Has the risks associated with the task/ activity been identified and communicated to those involved. 

	

	Did environmental issues influence the incident? 

E.g. Lighting, heating, weather conditions, ground conditions etc.

	

	Was appropriate Personal Protective Equipment (PPE) worn and in good condition?

	


	INCIDENT ANALYSIS

	Immediate Cause(s)
Unsafe act or unsafe conditions that led directly to the incident e.g. removal of machine guard, not wearing PPE, employee error, poor housekeeping, uneven ground conditions etc. 

	

	Underlying/Root Cause(s)
Inadequacies in the management of health and safety e.g. Poor maintenance of equipment, inadequate training/instruction, poor supervision, incomplete or missing risk assessments/safe systems of work etc. 

	


	Conclusions

	


	Actions Required 
	Responsible Officer
	Timescale 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	Incident Photographs

	
	

	
	

	
	


	Report Distribution List

	Name
	Designation

	
	

	
	

	
	

	
	

	
	



Complete investigation report


Provide as much detail in the report as possible. Consult with others as required e.g. H&S, Trade Unions etc.  








Determine causes of incident and identify actions to prevent reoccurrence.  








Gather Information


Photos/videos, witness statements, risk assessments, safe working procedures, permits, training records, equipment inspection records etc. 











Update SHE report 





Provide as much info as possible on the SHE report but remember, where an investigation is required, additional information can be added to SHE at a later date. 





Report on SHE ASAP





Make the site/work area safe (where applicable) this may include closing down or securing the work area





Incident Occurs








