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	SHE Incident – Investigation Report


	STFC SHE Code 5 provides further details about the requirements and guidance on how to conduct an incident investigation.

Remember:

· Set aside sufficient time to do an investigation properly; 

· Undertake investigations promptly – ideally within a couple of days of the incident; 

· Conduct discussions face to face in a neutral non-confrontational environment; 

· Remember the purpose of an investigation is to determine what happened and how we can prevent other such incidents happening again, not to determine ‘blame’;
· Focus on the SHE processes, procedures and systems rather than the individuals; and

Conduct the investigation in an open, fair and objective manner explaining how you will use the information.
This report template is primarily for use with Moderate or Major (SoPS) incident investigations. Use of the template for Minor incidents is optional.

For Moderate incidents the report needs to be completed within two weeks by the responsible manager(s) for the task / activity / location where the incident occurred.
For Major (SoPS) incidents, completion of the report should be commensurate with the complexity of the incident. 
 Send a copy of the completed report to the SHE Advisor assigned to the incident.  If you are not sure who this is you can email it to your local SHE Team (RAL; DL) 


	1. Title:
	
	2. Ref:
	

	3. Incident Date and Time: 
	

	4. Location of Incident: 
	

	5. Investigation Allocated to:

(Person / Department / Team)
	


	6. Initial Incident Report

	


	7. Investigation Findings (what happened and why)

	


	8. Underlying Causes

	


	9. Risk Assessment 

	a) Had the task /activity / location been risk assessed prior to the incident?
Yes  FORMCHECKBOX 
  
No  FORMCHECKBOX 


	b) If “yes” has the risk assessment been reviewed following this incident?     
Yes  FORMCHECKBOX 
   
No  FORMCHECKBOX 



	10. Corrective Action Taken 

	No.
	Action Description
	Action Owner
	Date done

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	11. Further Action Required 

	No.
	Action Description
	Action Owner
	Due by

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	12. Does this incident have any wider learning?

	


	13. Report Completed by:

	Name:
	
	Date:
	

	Job Title:
	
	Tel: 
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