[Insert Company Logo Here]	Incident and Near Miss Report  |  [COMPANY NAME]
[COMPANY NAME]  –  INCIDENT FORM
INCIDENT AND NEAR MISS REPORT
Fill it in the same day for any accident, near miss, dangerous occurrence, ill health, damage or spill. About 10 minutes. Tick where you can. Facts, not blame. Hand it to the Team Leader, then the office (a photo is fine).
	Incident code
	INC-[YYYY]-[NNN]
The office adds it from the register (ARB-INC-01)
	Job reference
	[JOB-REF]
Same as the job pack



Where this fits in the incident system
	1
Something happens
Respond: PRO-03
	›
	2
Report it the same day
INC-02
THIS FORM
	›
	3
Manager logs it
INC-01 register (near misses too)
	›
	4
Decide on RIDDOR
PRO-04
	›
	5
Investigate
INC-03; PRO-05 if serious
	›
	6
Record actions
INC-01 and POL-24 NC log
	›
	7
Review trends
AUD-01; POL-01 s13



	People first
	Make it safe and care for the casualty first (ARB-PRO-03). Death, serious injury, power line contact, or MEWP or lifting kit collapse? Phone the Manager now and leave the scene as it is.



	1
	What happened?     Section 1 of 5  ·  Tick all that apply

		☐ Injury
	☐ Near miss
	☐ Dangerous occurrence
	☐ Ill health
	☐ Damage
	☐ Vehicle

	☐ Spill
	☐ Public hurt
	☐ Aggression
	☐ Quality
	☐ Other
	







	2
	When, where and what you were doing     Section 2 of 5  ·  2 minutes

		Incident date
	
	Incident time
	24-hour clock, e.g. 14:20

	Site and exact spot
	e.g. 12 Mill Lane, rear garden by the garage  (or what3words ///)

	Task description
	What was being done? e.g. dismantling a leaning ash, rigging limbs to the ground; feeding brash into the chipper

	Kit in use
	e.g. top-handle saw CS-04; 6-inch chipper; MEWP
	Weather
	☐ Dry  ☐ Wet  ☐ Icy  ☐ Windy







	3
	Incident description     Section 3 of 5  ·  3 minutes

		What happened, step by step? What were you doing? What went wrong? What stopped it being worse?
e.g. “11:20, feeding the chipper. A branch caught my sleeve and pulled my arm in. I hit the bottom bar.”

	








	4
	Sketch and photos     Section 4 of 5  ·  2 minutes

		Simple sketch. Draw the tree or task, where each person and machine was, the drop zone, and where things ended up. Mark north (N) or the road.
	Photos  ☐ Yes  ☐ No
Take them before anything is moved.
☐ Wide  ☐ Close-up  ☐ PPE worn
☐ Kit and set-up  ☐ Injury (consent)
How many: ___  Who has them: _______
Sent to: [photo folder]







	5
	People, injury, damage and sign-off     Section 5 of 5  ·  3 minutes

		Person hurt or involved
	They are
	Hurt?
	Phone

	
	☐ Employee  ☐ Subcontractor  ☐ Public  ☐ Customer
	☐ Y  ☐ N
	

	More people? Use the back of this sheet.
	☐ Employee  ☐ Subcontractor  ☐ Public  ☐ Customer
	☐ Y  ☐ N
	






	Injury: where
	☐ Head or face    ☐ Eye    ☐ Neck or back    ☐ Arm    ☐ Hand or finger    ☐ Leg    ☐ Foot    ☐ Other: ______

	Injury: type
	☐ Cut    ☐ Bruise or crush    ☐ Broken bone?    ☐ Burn    ☐ Strain    ☐ Knocked out    ☐ Other: ______

	First aid and after
	☐ Tourniquet at ___:___    ☐ Back to work    ☐ Home    ☐ GP    ☐ Hospital
Given by: ______________     Accident book entry: ☐ Made  ref ______

	Description of damage
	What was damaged and whose is it? e.g. neighbour’s fence panel; client’s car; our chipper. Owner’s name and contact:

	Cost to put right
	£ ____________   ☐ Estimate  ☐ Quote or invoice   (a best guess is fine)

	Made safe
	☐ Work stopped    ☐ Area made safe    ☐ Kit tagged Do Not Use (ARB-EQ-013)    ☐ Fall-arrest kit quarantined    ☐ Owner or client told



	Witness name
	Phone or email
	What they saw (a few words)

	
	
	

	
	
	



	Reported by
	
	Signed / date
	

	Team Leader checked
	
	Signed / date
	



	Office and Manager
	Logged in INC-01  ☐ Yes
Code: ________   By: ______
	RIDDOR (PRO-04)  ☐ No  ☐ Yes
HSE ref: ____________
	Next step  ☐ Log only
☐ Investigate (INC-03)  ☐ PRO-05


Privacy. Injury and health details are special category data. We use them only to look after the person, meet our legal duties (for example RIDDOR and the accident book) and manage health and safety (UK GDPR Article 9; DPA 2018 Schedule 1). Only people who need to see it can. Kept for [at least 3 years] (ARB-POL-04). Want help, or someone to write it down for you? Just ask.

	Guidance for the business owner – remove before issue
What this form is. A short same-day report crews fill in at the van, on paper or a tablet. It is step 2 of the incident system: the office then logs it in the register (ARB-INC-01), the Manager checks RIDDOR (ARB-PRO-04) and decides whether to investigate (ARB-INC-03, or ARB-PRO-05 for serious events). It carries out ARB-POL-01 section 12.4: report every accident, near miss, dangerous occurrence and case of work-related ill health the same day.
The law we checked (checked 28/09/2026)
1. RIDDOR 2013 (legislation.gov.uk; hse.gov.uk): deaths, specified injuries, dangerous occurrences and injuries to non-workers taken from the scene to hospital for treatment must be notified by the quickest practicable means without delay, and a report received within 10 days. Over-7-day injuries: within 15 days. Diseases such as HAVS and carpal tunnel syndrome: when you receive a diagnosis. Over-3-day injuries are recorded, not reported. Records are kept for at least 3 years (regulation 12). The Manager does this (ARB-PRO-04), not the crew.
1. Accident book: the Social Security (Claims and Payments) Regulations 1979 (regulation 25) require an accident record where 10 or more people are normally employed at the same time on or about the same premises; HSE’s simple guide says “more than 10 employees”. Many smaller firms keep one anyway, and we recommend it. Section 5 prompts the entry; the book (for example HSE BI 510) holds the legal particulars.
1. RIDDOR review: HSE consulted on changes in 2026 and has not yet published its response. RIDDOR 2013 applies unchanged. Check hse.gov.uk before your annual review.
Tailor it. (1) Set your incident code format (we suggest INC-YYYY-NNN, the same on INC-01, INC-02 and INC-03). (2) Name your photo folder and decide whether crews may use their own phones; if so, photos go to the folder and are deleted from the phone. (3) If you use an app (for example Connect Teams), copy these fields into it and keep this paper form in every van for when there is no signal. (4) Set your retention period: at least 3 years; many insurers ask for longer, so check your policy. (5) Delete categories you do not need.
Changes from your original. All nine original fields kept: incident code, incident date, incident time, task description, incident description, cost to put right, description of damage, photos and reported by. Added: event type tick boxes, location, kit and weather, a sketch box, people and injury ticks, first aid and accident book prompt, make-safe checks, witnesses, Team Leader check, an office box for the register, RIDDOR and next step, and a privacy note.
Arborella provides this template as documentation support. It is not legal advice or technical health and safety advice. Your competent person should check it suits the work you do.



Related documents
	Reference
	Document

	ARB-PRO-02 / PRO-03
	Emergency Procedures and Contacts; Immediate Accident Response Process

	ARB-INC-01
	Incident, Accident and Near Miss Register

	ARB-PRO-04
	RIDDOR Reporting Procedure

	ARB-INC-03 / PRO-05
	Accident and Incident Investigation Form; Serious Accident Investigation Procedure

	ARB-POL-01 / 04 / 24
	Health and Safety (12.4, 13); Data Protection; Quality (NC log)

	ARB-EQ-000 / 013
	Equipment Defect Report; Do Not Use Tags



Document control
	Item
	Detail

	Document
	Incident and Near Miss Report (ARB-INC-02)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[Initials]
	First edition created
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