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Report form number:
Details of person reporting incident
	Full name:

 
	Job title:

	Contact address/details:



Personal details of injured person
	Title: Mr/Mrs/Miss/Ms/Other
Name: 


Employee  FORMCHECKBOX 
                   Customer  FORMCHECKBOX 
                 

Other  FORMCHECKBOX 
   (give details) __________________________________


	Job title (if employee):

	
	Department (if employee):  

	
	Contact number:  

	Age       0-10  FORMCHECKBOX 
           11-16  FORMCHECKBOX 
         17-25  FORMCHECKBOX 
         26-45  FORMCHECKBOX 
          46-60  FORMCHECKBOX 
          60+   FORMCHECKBOX 


	Home address:  
Postcode:


Details of the incident
	Date of incident:

 
	Time:

	Address and specific location of incident (attach sketch if possible):


	Work activity of victim at the time of incident (if applicable):



Type of incident
	Anti-social behaviour Y/N  
	Verbal abuse    
Y/N  

	Threat of physical violence 
Y/N  
	Physical violence
Y/N  

	Theft or damage to property    
Y/N  


Were the following involved?
	Drugs              Y/N  
	Solvent abuse    Y/N  
	Weapons                Y/N  


	Sexual                    
harassment
Y/N  

	Racial                    
harassment
Y/N  

	Alcohol           Y/N  

abuse
	Other  





	Description of incident and injury/damaged caused
include the events leading up to it - drawing may be useful



Details of the attacker (if known)
	Name:


	Address:





	Description of attacker (include approx age and gender):





Details of witness(es) (if any)
	Names, addresses and contact telephone numbers:



Who assisted the injured person?
	Name and contact details:



	Signature of injured party:  

Date:




To be completed by employee's line manager
Actions taken
	First aid
Y/N  
	Medical treatment 
Y/N  

	Police called 
Y/N  
	Senior manager informed 
Y/N  
	CCTV checked
Y/N  
	Time off work 
Y/N  

	Accident form completed 
Y/N  
	Counselling offered 
Y/N  
	Counselling accepted 
Y/N  


	Details/Other immediate action?  


Details of manager’s investigation:
Action taken to prevent a recurrence:
Details of risk assessments reviewed or written as a result:
Details of counselling, training, supervision, etc provided to the victim:  

Action taken towards the attacker: 

Was the incident reported under RIDDOR? Required where physical injuries led to more than 7 days incapacity for normal range of work duties , or where the attack led to a major injury

If yes, attach copy of RIDDOR report
	Signature:
Date:

	Job title:
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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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