
Health and Safety – Incidents   

                                                        

 

Current Incidents 

Clicking on Incidents will take the user to the current list of Incidents. At the 

top of the Current Incidents page is the search engine below. The boxes 

indicate what the options are within each search option. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The list of current 

Incidents can be found 

by clicking here 

To report an Incident 

click here 

 

 

 

 

 

 



The search engine is very powerful. The most often used search will most likely 

be that of just searching for Incidents that have happened to a particular 

person which will either be the team member search or the Visitor search. 

Below the Search engine will be the entire list of Incidents which will look 

something like the screenshot below. Searching by a particular team member 

or Visitor will display only the Incidents pertinent to that person. 

 

 

 

 

 

 

 

 

 

 



Reporting an Incident 

 

The initial Report sheet will look like the screenshot below 

 

 

               

 

The Full Incident Report 

There is much information that can be stored in the Full Incident Report. The 

amount of information entered against any Incident will depend on the 

severity of the Incident. The Full Incident Report is explained below where 

necessary: 

 

 

 

Click here to report an 

Incident 

The Name of Event will display on 

the Incident List so is very 

important that the reference 

script is accurate for easy 

reference at a later date. 

Once this initial report has been 

saved the FULL INCIDENT 

REPORT template will display. 



 

 

 

 

              

              

The location of the 

incident can be 

logged on to the 

map from here, 

along with a 

description 

Witness names 

and details can 

be entered by 

clicking on the 

cross to open 

up the fields. 

 



             

 

 



        

 

 

 

 

Notice that the risk 

score for this 

particular incident is 

1x1=1. The maximum 

risk score is 25 

If a task needs to be 

created around the 

incident then log the 

details in here. 

Any documentation, Images, Video etc can be stored and 

named here if required. 


