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[bookmark: Section 1 – Personal Details]Section 1 – Personal Details
	Name
	

	Department
	

	Contact number
	



[bookmark: Section 2 – Incident Details]Section 2 – Incident Details
	Date/Time of occurrence
	

	Injured person – include ID number If possible
	

	Injured person (External) – include company if contractor
	

	Location
	

	Area
	

	External Location (if applicable)
	


[bookmark: Section 3 – Description of Accident]Section 3 – Description of Accident
	Accident Cause – see list below
	

	Accident Injury – see list below
	

	Violence/Aggression Cause e.g. verbal abuse or physical attack
	

	Violence/Aggression Injury (psychological/physical)
	


[bookmark: Section 4 Medical Details]Section 4 Medical Details
	Affected Body Part
	

	Was first aid given?
	

	Time off work?
	

	Hospitalised?
	

	Details of Accident

	



 (
Actions
 
Taken
 
to
 
prevent
 
further
 
incident
)

[bookmark: Section 5 – Accident Report Questionnair]Section 5 – Accident Report Questionnaire


	Question
	Answer

	Was the injured person staff, student, visitor or contractor?
	

	Contact details for injured person
	

	
Were witnesses present?
	

	Please include a witness statement
	

	Did this incident occur on a Manchester Met Campus?
	

	
Other location
	

	
First witness contact number
	

	
Second witness contact number
	



For Accident cause please use one of the following:
· Building maintenance issues
· Electricity
· Failure of an engineering control - LEV
· Fall from height
· Fall from same level
· Fire
· Hand tools
· Handling glass/sharps/needles
· Handling, lifting or carrying
· Harmful substance exposure
· Hot/cold contact
· Machinery
· Other
· Sports injury
· Struck an object
· Struck by an object
· Violence and aggression


For Injury type please use one of the following:
· Cut
· Allergic reaction
· Bleed
· Bruised
· Burns/scalds
· Concussion
· Dislocation
· Fracture
· Respiratory
· Seizure
· Sprain/Strain
· Psychological e.g. stress or fear
· Illness
For body part affected please use one of the following:
· Hands/feet
· Arms/legs
· Foot
· Head
· Multi
· Torso
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