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NEAR MISS REPORT FORM
Please complete the form in as much detail as possible and send to [insert name/job title]. 
Near Miss - an unplanned event that does not result in personal injury, death or damage, but has the potential to do so.
	Section A: Details of the person involved in the near miss


	Is the person involved (please tick box and complete question 1, 2, 3, 4 or 5 in full):


	1
	An Employee              FORMCHECKBOX 

	Job Title:

	Line Manager: 
	Department:

	2
	A Pupil/Student          FORMCHECKBOX 

	Course:


	Tutor:
	Department:

	3
	A Volunteer                FORMCHECKBOX 

	Role:

	Supervisor:
	Department:

	4
	A Visitor                      FORMCHECKBOX 

	Purpose of visit:



	5
	A Contractor               FORMCHECKBOX 

	Name and address of employer:



	Name of Person Involved:
	

	Address:
	

	Telephone No:
	

	Age/Date of birth:
	

	Section B: Details of the Near Miss



	Date of event:       

	Time event occurred:
	Location of event (e.g. building, room, area):

	Details of near miss (please give as much information as you can e.g. what was the activity being undertaken, was the activity being supervised, sequence of events, type of substance/machinery used etc.):



	Section D: Person completing the form



	Full name:
	
	Job title (if applicable):
	

	What action has been taken to ensure that this near miss / hazard is not likely to occur again in the future?



	Signature:
	Date:




	For Office Use Only

	Date report received:
	
	Received by:
	

	Level of Investigation Required:

Minimal    FORMCHECKBOX 
                      Low   FORMCHECKBOX 
                   Medium   FORMCHECKBOX 
                 High   FORMCHECKBOX 





Office use only:


Ref:			      





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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