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This form is to be used by anyone to report incidents which do not involve personal injury.

When completed, this form must be countersigned by a ‘senior member of staff’, (usually the School Safety Advisor), who will send the form immediately to the Health and Safety officer
A. WHAT IS BEING REPORTED?
	( ‘Near Miss’ - incident involving no injuries or damage
	(  Dangerous Occurrence (as defined under RIDDOR)


B. DETAILS OF PERSON MAKING REPORT 
Staff – provide departmental information

TCC Outdoor students – school, course, telephone number & email be completed with the senior staff present or Head of Department

Part time staff/Contractors – To be completed with the senior staff present or Head of Department  

	Family Name:
	Other Names:

	School/Admin Department:  S.H.O.E. 

	Job Title (or Course):
	Building:

	Tel No:
	Email:


C. INCIDENT DETAILS 
	Date:           
	Time (use 24hr clock) 

	Location:

	S.H.O.E / Department:                                                         


	DESCRIPTION OF INCIDENT Give full details of what happened including the nature and extent of any damage which may have occurred. If the incident involved a fall from height, state the distance. Include name and full contact details of persons involved. 

Continue overleaf if necessary

	LEARNING AND ACTION TAKEN FOLLOWING INCIDENT

Who needs to be informed                                                                             Continue overleaf if necessary


D. RESPONSIBLE PERSON This form must be countersigned by the School Safety Advisor (or person nominated by the Head of School for this purpose)

	Signed: 
	School:                                                         

	Name (please print):
	Tel No:


Data Protection Act 1998 – the information on this form is used for the purposes of investigation and securing the health, safety and welfare of people at work. It is held by Health and Safety Department and is supplied to departmental safety personnel and union representatives for the same purposes. Any queries about data protection issues should be addressed to the College Health and Safety advisor. 

