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APPENDIX A - WHS Incident Report & Investigation Form
INCIDENT REPORT
	Details of Person Reporting

	Name: 
	☐Staff ☐Student  ☐Visitor/Volunteer ☐Contractor

	Phone: 
	Email: 
	Date of Report: Click here to enter a date.

	Your role: Choose an item.



	1. What are you reporting?

	Choose an item.


	2. [bookmark: two]Details of injured person(s)

	[bookmark: _GoBack]Name: 
	☐Staff ☐Student  ☐Visitor/Volunteer
☐Contractor

	Student/Staff ID (if applicable): 
	Phone: 
	School/Area: 

	CSU Supervisor Name: 
	CSU Supervisor Phone: 



	3. [bookmark: three]Incident/Near Miss Details

	Date of incident: Click here to enter a date.
	Time of incident: 

	Short description of incident/near miss:


	Hazard: ☐Biological  ☐ Chemical  ☐ Radiation ☐Student Placement ☐Other

	Campus where incident occurred: Choose an item.
	Building: 
	Room: 



	4. Details of Witness(es)

	Name: 
	Job title (if relevant): 
	Phone: 





	[bookmark: seven]INVESTIGATION


	5. Details of Incident Investigator

	Name: 
	Job Title: 
	Phone: 

	School/Area: 
	Date of Investigation: Click here to enter a date.



	6. Contributing Factors & Causes

	Environment:
	Equipment/materials:

	☐Noise
	☐ Layout/design
	☐ Wrong equipment
	☐ Equipment failure

	☐ Lighting
	☐ Dust/fume
	☐ Inadequate maintenance
	☐ Heavy/awkward 

	☐ Vibration
	☐ Slip/trip hazard
	☐ Inadequate guarding
	☐ Inadequate training

	☐ Damaged/unstable floor
	☐ Other: Click here to enter text.
	☐ Other: Click here to enter text.

	Work systems:
	People:

	☐ Hazard not identified 
	☐ Hazard not reported
	☐ Procedure not followed
	☐ Drugs/alcohol

	☐ No/inadequate safe work procedure 
	☐ No/inadequate controls
	☐ Fatigue
	☐ Time/production pressure

	☐ No/inadequate risk assessment
	☐ Inadequate training/ supervision 
	☐ Change of routine
	☐ Distraction/stress 

	☐ Other: Click here to enter text.
	☐ Lack of communication
	☐ Other: Click here to enter text.



	7. Full Description of Events

	How did the contributing factors lead to the incident (sequence of events)?


(Insert photos here if available)



	8. Corrective Actions

	Contributing Factor
	Action to Prevent a Recurrence
	Type of Control
	Person to Action
	Completion Date

	
	
	Choose an item.	
	Click here to enter a date.
	
	
	Choose an item.	
	Click here to enter a date.
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