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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)
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report form at: Report an incident online.

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

Please select category of person involved in incident:

@ Student
. blease spacify

7 Othery

pdont memboare

91 THm S

Contact Number: *

Contact Address: #
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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 ~ see
Figure 1.

Figure 1
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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

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) ~ see Figure 2.

Setect Ohe faculiv'venvice of the pErson:; ©
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Figure 2

If the injured person is not a member of staff or a student, choose_Kther under Faculty/Service
and, once the page has refreshed, enter text in the next_K¥SGd >ZDAKZY box e.g. member of public
or contractor ~ see Figure 3.

Select the faculty/service of the person: *
Other -
Other Location: *

Member of the public

Select the school/department of the person: *

Figure 3

If you are not the injured person or person involved, and are reporting the incident on behalf of

Figure 4

Then tick the type of incident you are reporting and the date that the incident happened ~ see
Figure 5.
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Figure 5

Inthe_ @Gl GHANE 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 ~ see Figure 6.

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