Near Miss Report Form
Section 1 – Personal Details (person making the report)
	Name
	

	Department
	

	Contact details
	


Section 2 – Incident Details
	Date/Time of occurrence
	

	Location
	

	Area
	

	External Location (if applicable)
	

	If maintenance related have EFCD/Helpdesk been informed? Include job number if possible 
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Section 3 – Description of Near Miss
	Near Miss Cause – see list below
	


Section 4 Near Miss Details
	Details of Near Miss

	

	Actions Taken to prevent further incident

	


For Near miss cause please use one of the following:
· Building maintenance issues
· COVID-19 related.
· None compliance with health and safety process
· Other
· Unauthorised access to a restricted area
· Poor housekeeping compromising building safety
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