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	Yes
	No



	General


	Have all staff been instructed on what to do in the event of a workplace accident?


	
	

	Are regular inspections undertaken to identify hazards?


	
	

	Accident / Incident / Near Misses Reporting and Recording


	Is there a BI510 (or equivalent) accident book available at each base location?


	
	

	Is the accident book able to be completed by the employee who has been injured, or someone appointed by them?


	
	

	When the accident book is completed are the pages removed and filed confidentially for data protection purposes?


	
	

	Are all accidents reported and recorded, however minor?


	
	

	Do you record damage incidents/near misses?


	
	

	Are there procedures for reporting incidents/near misses promptly to senior management?

	
	

	Are staff aware of the need to report hazards, incidents and near misses?


	
	

	Are accidents to visitors and contractors recorded?


	
	

	Are there procedures for reporting RIDDOR reportable accidents, occupational diseases and dangerous occurrences?*

*via the HSE website or by phone, if preferred, in the case of major injuries and deaths.


	
	

	Are there procedures for reporting promptly to your insurers, any incident which may lead to a claim?


	
	

	Are accident reports and associated evidence kept for a sufficient length of time? (the minimum is 3 years from the last record in the accident book, but longer is advisable)

	
	

	Accident Investigation


	Is a responsible person appointed to investigate incidents and accidents?


	
	

	Are all accidents, incidents and near misses investigated?


	
	

	Prevention of Reoccurrence


	Are actions identified via incident investigations in order to prevent a recurrence?


	
	

	Are accident trends reviewed to determine areas for improvement?


	
	

	Are employees consulted on ways to prevent accidents?


	
	

	Are risk assessments reviewed following accidents and incidents?


	
	


	Completed by:


	
	Signature:
	

	Date completed:
	
	Review date:
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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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