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Incident Pack
The purpose of this pack is to remind you of all the actions that must be completed when an incident occurs.  The Unit Manager should ensure that all of these points have been actioned as soon as the injured person has been treated.

This pack consists of three sections:
Part 1 - At the time of the incident – Gathering key information
Complete all actions on Page 2 which involves gathering information including witness details/statements/diagrams/photos etc.
Part 2 - After the incident - Reporting and escalation requirements
You must report the incident to your Operations Director and the HSEQ mailbox hseq.aberdeen@compass-group.co.uk  within 24hrs after the incident has occurred.

Part 3 - After the incident – Documentation review and storage

You must gather and retain all information referred to in this section. It is important that you write your notes in the section provided at the time of the incident. This document must be retained for a period of 6 years and made available for review by Compass Insurance representatives on request.
	Unit Name:

	

	Unit Number:

	

	Date of and time of incident:

	

	Date and time of investigation:

	

	Person completing this form:


	Name:

	

	Title:

	


Part 1 - At the time of the incident
	No
	Information/Action

	Injured person.  Enter details below.



	1.
	Name:

Address:

Contact telephone number:



	2.
	Tick the location of the accident:
Galley

Accommodation

Laundry

Messhall / Platewash

Outside



	3.
	Note condition of location below and ensure that it is safe. Please state clearly if there are no defects observed


	4.
	Take photographs (where phone/camera is available) of the location where the incident occurred to show specific details of equipment, flooring, general location etc


	5.
	Obtain injured person statement in as much detail as possible


	6.
	Obtain witness details and taken a brief statement



Injured Person
DETAILS AND statement
	Name:
	

	Address:
	

	Contact telephone number:
	

	Describe what happened:

	


	Injured person signature:
	
	Date:
	

	Unit Manager signature:  
	
	Date:
	


Witness 1
details and statement
	Name:
	

	Address:
	

	Contact telephone number:
	

	Describe what happened:

	


	Witness signature:
	
	Date:
	

	Unit Manager signature:  
	
	Date:
	


Witness 2
details and statement
	Name:
	

	Address:
	

	Contact telephone number:
	

	Describe what happened:

	


	Witness signature:
	
	Date:
	

	Unit Manager signature:  
	
	Date:
	


Unit MANAGER FINDINGS
	Have Risk Assessments, SWSP’s or Written Think Plans been completed in relation to the task:

	Yes
	
	No
	

	If yes, what risk controls or procedures were in place at the time?

	

	If no, why not?

	


	Were all risks identified?

	Yes
	
	No
	

	If yes, why were they not controlled?

	

	If no, why not?

	


	What safety equipment /PPE was in use at the time of the accident?

	


	What factors may have contributed to the accident?

(rushing, wet floor, carelessness, new employee, failure to comply with procedures etc.)

	


	What preventative action could be taken to prevent similar incidents occurring in the future?

	


	Unit Manager signature:  
	
	Date:
	


Part 2 - After the incident - Reporting and escalating requirements
This must be completed immediately after the incident has been dealt with.

	No
	Action
	Tick when complete

	7.
	Complete the accident reporting form inline with the Offshore Operating Manual, section 3, procedure 3.17

	

	8.
	You must report the incident to your Operations Director and via the HSEQ mailbox hseq.aberdeen@compass-group.co.uk within 24hrs after the incident has occurred

	


Part 3 - After the incident – documentation review and storage

It is critical that all relevant paperwork in respect of the incident is obtained, copied and placed together with this incident pack and filed.  This must be completed within 48 hours of the incident.
	No
	Action
	Tick when complete

	Obtain and copy the following:

	9.
	Copies of photos 

	

	10.
	Relevant risk assessments for the task being completed i.e. SWP’s, Written Think Plans, Offshore General Risk Assessment

	

	11.
	Relevant training records for colleagues involved in the incident.  Copies of their Essential Skillz Certificates

	

	12.
	Staff training record cards for colleagues involved in the incident

	

	13.
	Cleaning records if this incident was a slip, trip or fall

	

	14.
	Copy of the floor safety risk assessment if this incident was a slip, trip or fall

	

	15.
	Maintenance records and Equipment Malfunction Reports, if the incident related to a particular piece of equipment

	

	16.
	Statutory testing and inspection certificates if the incident related to a particular piece of equipment e.g. coffee machine, boiler, electrical or gas equipment

	

	17.
	A copy of Clients investigation report.

	

	18.
	Minutes of safety meetings

	

	19.
	Relevant safety communication from the injured person (if applicable)

	

	20.
	Other records – please detail


	

	21.
	Copy of the completed post incident risk assessment review

	


Page 6 of 9 

V10 January 2022

