Accident / Incident investigation Form   
To support team leaders with investigating health and safety accidents    
Provided by BBC Safety via Safety Guide A-Z: Accidents 


	[bookmark: RANGE!A1:E272]INCIDENT INVESTIGATION

	Safety Hub incident number (INC-000)
	


	Description of incident

	 (Include relevant injuries, damage and/ or ill health)












	

	

	Timeline of accident/ injury/ incident:

	Describe the chain of events, in chronological order, leading up to and immediately after the incident





	
























	

	

	

	

	

	

	

	

	

	

	Name (& job title) of any other persons involved in investigation:



	PART 1 - PEOPLE

	
The following questions should be used as a guide to help determine the cause of the incident. 

Statements should be obtained from all relevant witnesses.

If any ‘No’ responses are given for any questions below, use the comments column to record learning and corrective actions.


	QUESTIONS TO BE ASKED
	Yes/No or N/A
	Comments

	Was the injured person carrying out a task that is part of their normal duties?
	 
	 

	Has the injured person completed all training  relevant  to their role and the task they were doing?
	 
	

	Was the injured person given information, instruction, training and supervision on the safe working practice of the task they were doing?
	 
	

	PART 2 - PLANT/EQUIPMENT/MATERIALS

	Assessment of equipment, plant and materials involved in the task, should be made to see if they contributed to the incident.      Photos and physical evidence must be obtained as part of the investigation (if applicable).   

	QUESTIONS TO BE ASKED
	Yes/No or N/A
	Comments

	Were all plant, equipment, materials and tools in good condition BEFORE the incident?                (If faulty detail any known defects)
	 




	 
 

	Was all plant, equipment, materials and tools in good condition AFTER the incident?
	 




	

	Was there a routine maintenance programme and procedure for repair when a defect was discovered?
	




	

	Were correct tools/equipment/materials being used for task?
	




	

	Were tools/equipment/materials suitable for the person using them?
	




	

	Were the controls communicated and monitored to ensure they were being followed? 
(Risk assessment, Standard operating procedure, communication) 

	





	 

	Were machinery guards and similar protective devices/safety features adequate and effective?
	 



	 

	PART 3 - PREMISES

	Assessment of the premises where the incident occurred should be made to see if they contributed to the incident. 
Photos and physical evidence must be obtained as part of the investigation (if applicable).   







	QUESTIONS TO BE ASKED
	Yes/No or N/A
	Comments

	Were the premises in good condition, clean and tidy, BEFORE the accident?  

	 
	



	Were the premises in good condition, clean and tidy, AFTER the accident? 
	 
	



	Was there sufficient space for the tasks in hand?
	 
	



	Were people segregated from hazardous areas/processes/machinery?
	 
	



	Were the first aid treatment and/or emergency procedures effective?
	
	

	PART 4 - ENVIRONMENTAL FACTORS

	Assessment of the environment where the incident occurred to see if it may have contributed to the incident. 
Photos and physical evidence must be obtained as part of the investigation.   


	CONDITIONS TO BE CONSIDERED
	
Adequate: Yes/No or N/A

	Comments

	a) Weather at the time

Examples may include rain, ice, snow, sun or fog
	
	

	b) Temperature

Examples may include cold, hot, humidity
	
	

	c) Structural factors

Examples may include premises layout, disrepair, slippery/worn surfaces, difference in floor level, obstructed vision
	
	

	d) Other environmental factors

Examples may include fumes, vapours, noise, dust, radiation, lighting (artificial or natural)
	
	




	PART 5 - SYSTEMS AND PROCEDURES

	Assessment of the systems and procedures involved in the incident should be made to see if they contributed to the incident. 
Photos and physical evidence must be obtained as part of the investigation (if applicable).   


	QUESTIONS TO BE ASKED
	Yes/No or N/A
	Comments

	Was the task risk assessed? (Add the SafetyHub RIS number)
	 
	

	Was the risk assessment suitable and sufficient?

Suitability should be based on the risk assessment identifying all significant risks and recording control measures that should have been in place during the incident.   

	
	

	Were the control measures in the Risk Assessment in place at the time of the incident?
	
	

	Were written safe systems of work/procedures for the task communicated to those undertaking the task?, whether standard or special?
	 
	

	Did the procedures/instructions include any reference to any hazards or the need for a 'permit to work'?
	 
	

	Was the task appropriately supervised (if applicable)?
	 
	

	Was any protective clothing or equipment required e.g. safety gloves, site boots? 
If yes, was it made available, checked before use and being used at the time of the incident? 
	 
	

	Was the protective clothing or equipment adequate for the task?

	 
	

	PART 6 - CAUSE ANALYSIS

	You should asses the causes of the incident to identify what actions can be taken to prevent reoccurrence.




	Detail the immediate cause of the incident

	(what actually caused the harm to person/s and/ or damage, Consider the mechanism for the injury e.g. person fell and injured their hand went breaking their fall to the floor)




	

	

	

	

	

	Detail the underlying cause of the incident

	(unsafe acts or conditions that led up to the accident e.g. person fell because the floor was set from the water overflowing from the sink)






	Detail the root cause of the incident

	(which may at first appear remote from the accident but contributed to it, for example, lack of suitable training, work pressures, e.g. the water was overflowing from the sink because the routine maintenance checks of the kitchen area had not been done that week and the blocked sink had gone unnoticed. Routine checks had not been done that week because the person responsible was on annual leave and no cover had been arranged.)








	Actions required to prevent reoccurrence? (add more rows if required)

	Describe action to be taken
	Action Owner
	Date to be actioned by

	


	

	

	


	

	

	Have all applicable support documents been collated? 

	
All supporting/ relating documents should be collated and stored in line with guidance and policy. 
Any documents reviewed after the incident should be provided, for example, post incident risk assessments. 
If any documents are not collated an action should be raised to obtain it. 

	Supporting Document
	Yes/No
	Comments

	Risk Assessment
	
	

	Safe system of work procedure/Work Instruction
	
	

	IP Training Records
	
	

	Witness Statements
	
	

	Fitness to Work Certificate 
	
	

	Equipment inspection records
	
	

	Service inspection records
	
	

	Photographs/ videos
	
	

	Third parties informed 
	
	



	Attach report to the incident on Safety Hub. 


	Investigation carried out by:
	Date:
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