SC Incident Reporting & Investigation Process

Note : For COVID-19 Reporting:
Anincident form is only required
if a person is confirmed as testing
Near Miss Services using Near Miss Card should pass to Line it _ inei
" positive for COVID-19. No incident
(] Card (Specific Manager to complete actions/close out section before - . .
) Senices) fully submititng form is required if a person has
> Remove self from ' I d t I
o danger, make areasafe on y _repo re Symbp oms, Ondy
[=3 > and secure (if possible) | Employee informs Line N positive cases to be reported.
IS NEW INCIDENT for others and for "1 Manager immediately d
L evidence gathering
purposes. Complete Incident Report Form — pass to Line
A Injury/ Near Manager to complete ‘description & detail of action’
Miss section fully before submitting to help determine root
cause and comective/preventative actions taken.
5 Note : Service to gather
g \ ewdence_, put in place further v \
% controls if required as part of a Check fomm & eton. Comolete al relevant complete the M ctonel
o . . . . . eck form for completion. Complete all relevan omplete the Management actions/close
= Inform H&S team of incident Service mvestlgatlon,_ Implement sections. Email a copy of completed form to out side of Near Miss Card. Email scanned copy of
© type/location — where immediate the controls and monitor. This handsincidents@stirling.gov.uk completed form to
c response is required. should be recorded on Incident within 5 days or as soon as following the handsincidents@stirling.gov.uk
3 incident within 5 working days or as soon as receiving form
3 Forms.
o Use the5 W’s & HBiteable
b guidance video for further advice.
3]
(7))
Non RIDDOR reports investigated
as required. H&S liaise closely with
No—— | Line Manager & Service Area to
v seek furtherinformation to close off
= investigation
< . . H&S Team record onincident database. Compile
) Collate information from Is incident incident statistics in order to identify trends across the
- completed form/card & assess RIDDOR P Council and within Services to ensure corrective and
n for further e_VIdenQe/InveStlgatIOI‘l reportable? preventative measures have been putin place and are
Q:E‘ if required. monitored for effectiveness,
H&S liaise with Service to gather
Ye > all relevant information for the
RIDDOR report and report
accordingly thereafer.
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