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Important: This form must be fully completed as soon as possible after any incident (any unplanned event that resulted in damage or loss to property, plant, materials or the environment) and which occurred on [Organisation Name] premises.

Date received:      Report number: 
Details of Incident
	Type if incident (please tick)



	Theft
	
	Break in
	
	Fire
	
	Water damage
	

	Vandalism
	
	Near miss
	
	Other (please state)


	


	If theft of personal property, name and telephone number of owner of property:



	Name


	

	Telephone No.


	

	Employee / Student No.


	


	Incident location:



	Location

	

	Date of incident (if known)

	

	Time of incident (if known)

	


	Discovery:



	By whom discovered


	

	Date of discovery


	

	Time of discovery


	


	Notification:



	To whom notified


	

	Date of notification


	

	Time of notification


	

	Police notification:



	Date police notified (Tel: 101):


	

	Name of police station:


	

	Name of Police Officer notified:


	

	Incident no.:


	

	Name of person who notified police:


	


	Room or area(s) affected:



	

	Brief details of incident:



	


	Estimate loss / damage (if applicable):



	


	Means of entry (if applicable / known):



	


	Were room(s) / areas affected, occupied at time of incident?
	Yes
	
	No
	

	If ‘no’ to the above, when was the room / area last occupied?
	Date
	
	Time
	


	Name and address of person(s) causing loss or damage (if known):



	


	Name of person completing this form:



	Name


	

	Telephone No.


	

	Job title


	

	Date


	


	RIDDOR:



	Is the incident reportable as a ‘dangerous occurrence’ under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013? (Please tick)
(See http://www.hse.gov.uk/riddor/dangerous-occurences.htm)

(If yes, use this form: https://extranet.hse.gov.uk/lfserver/external/F2508DOE)

	Yes
	
	No
	

	RIDDOR No. (if applicable)


	

	Date RIDDOR was reported


	


	OFFICE USE ONLY:


	Action taken:



	
	

	Additional comments:



	
	















Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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