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Incident Report TemplateYour incident report should include the following sections:
· Type of incident (unexpected events, near misses, adverse events, 
awareness events)
· Location
· Specific location (e.g. 3rd-floor laboratory) 
· Offsite location (provide the address and specific location)
· Date and time of the incident
· Name of the person(s) injured (or the names of the person(s) at risk in the case of a near miss)
· Witness name(s)
· Name of supervisor
· Description of injuries (or the potential injuries that could have happened in the case of a near miss)
· A detailed description of the incident covering:
· Sequence of events
· Results of the event
· Observations of anything unusual before, during, or after the incident
· Observations of safety equipment or procedures used
· The affected or involved person(s) version of the events
· Witness statements
· A detailed description of the treatment after the incident, which may include:
· The reasoning behind the decision to call or not call emergency services
· How the injury (if any) was treated
· How the area of the incident was controlled, cleaned up, or rectified
· A post-analysis of the incident
· The root cause(s) of the incident
· Any health and safety breaches that may have contributed to the incident
· The hazards identified 
· How to remove the hazards or mitigate the risks
· [bookmark: _heading=h.aubklliczp8r]Photographs (if relevant and where possible)




Incident Report Template
Here's the incident report template. Fill in the different sections with as much detail as possible.

	Incident:


	Location:


	Date: 



Time: 
	Name of Person(s) injured or 
at risk:

	Name(s) of Witness:
	Name of Supervisor: 

	Description of injury and/or damage
	

	Description of incident
	

	Witness statement
	

	Treatment post-incident
	

	Post-analysis of the incident
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