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New online accident report form 
We have now introduced a new online accident and incident reporting system to 

report and record information about accidents, incidents and near misses on our 

campuses.  All accidents, incidents or near misses should be reported to Health & 

Safety Services via this form.   

 

To make a report, go to Health& Safety Services home page on the University web site (H&SS Home) 

ĂŶĚ�ĐůŝĐŬ�ŽŶ�ƚŚĞ�ůŝŶŬ�ƵŶĚĞƌ�͚dŚŝŶŐƐ�ƚŽ�ĚŽ�ŶŽǁ͛�͚ZĞƉŽƌƚ�ĂŶ�Incident Online͛͘�Kƌ�ŐŽ�ĚŝƌĞĐtly to the 

report form at: Report an incident online. 

Complete the form as shown below.  Items showing * are compulsory items and must be completed.  

 

 
If no-one has been injured or no-one is 
involved, click ‘Other’ and enter ‘None’ in the 
following box.  Then please put your own 
name and contact details in the subsequent 
mandatory fields.  
 
The first drop-down menu shows the 
Faculty/Service of the injured person ʹ see  
Figure 1.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Figure 1 

http://www.reading.ac.uk/internal/health-and-safety/hs-home-2.aspx
http://www.reading.ac.uk/internal/health-and-safety/IncidentReportingandEmergencyProcedures/Report_an_Incident_online.aspx
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When you choose a Faculty or Service, the page will refresh and you then should scroll down to 
complete the second drop down menu (where you should choose the School/Department of the 
injured person) ʹ see Figure 2. 

   Figure 2 

If the injured person is not a member of staff or a student, choose ͚Kther͛ under Faculty/Service  
and, once the page has refreshed, enter text in the next ͚KƚŚĞƌ�>ŽĐĂƚŝŽŶ͛�box e.g. member of public 
or contractor ʹ see Figure 3. 

   Figure 3 

If you are not the injured person or person involved, and are reporting the incident on behalf of 
ƐŽŵĞŽŶĞ�ĞůƐĞ͕�ƉůĞĂƐĞ�ĐůŝĐŬ�͚zĞƐ͛�ĂŶĚ�ĂĨƚĞƌ�ƚŚĞ�screen has refreshed, enter your contact details in the 
box below ʹ see Figure 4 

   Figure 4 

Then tick the type of incident you are reporting and the date that the incident happened  ʹ see 

Figure 5.  
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   Figure 5 

In the ͚�ƌŝĞĨ��ĞƚĂŝůƐ͛�box below, please provide details of the incident, including: 

 Where the incident took place  

 What happened 

 Any other relevant information such as time, other persons involved, nature of injury, any 

damage caused 

 and for  the tick boxes, enter what the consequences were ʹ see Figure 6. 

 Figure 6 
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If anything has been done to respond to the incident or prevent a 

mailto:safety@reading.ac.uk
http://www.reading.ac.uk/internal/health-and-safety/resources/hs-resources-forms.aspx#Incident
mailto:safety@reading.ac.uk
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Appendix 1 Flowchart of incident reporting and investigation process 

 

 

 


