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Accident, lliness and Near Miss Reporting - home page

This application can be used to report safety incidents such as accidents, illness and near misses.

Thanks for taking the time to notify Safety Services of your safety related issue. Please provide as much information as
you can. as this will help to process your notification and determine whether any further action is needed

For a smooth user experience please make use of a medern browser such as Chrome

+ Add New Report
Privacy Statement

We are requesting this information from you so that we can investigate any concerns regarding health and safety.
We may also use the information for notifying the Health and Safety Executive of any reportable incidents under the
Reporting of Incidents, Diseases and Dangerous Qccurrences Regulations 2013. For the same purpose we may
provide this information about you to the Health and Safety Executive and others as part of any investigation. The
processing of this data is necessary in order that the University may comply with its legal health and safety
obligations (GoPR Arti

ticle 6(1)(

Please note that the University of Worcester is the Data Controller, we retain accident reports and health and safety
records for 6 years after the year of creation. Further detalls of how we process your data including your rights are
detailed on the University’s Privacy Notices which can be accessed here

When you open the link to the Incident Portal you will see the page above —you simply need to click ‘Log In” in

the top right hand corner and it will automatically log you into your account.
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Accident, lliness and Near Miss Reporting - home page

This application can be used to report safety incidents such as accidents. illness and near misses

Thanks for taking the time to notify Safety Services of your safety related issue. Please provide as much information as
yvou can, as this will help to process your neotification and determine whether any further action is needed.

create [/ view / edit incident reports.

For a smooth user experience please make use of a modem browser such as Chrome.

=+ Add New Report

Privacy Statement

Ve are requesting this information from you so that we can investigate any concerns regarding health and safety
Ve may also use the information for notifying the Health and Safety Executive of any reportable incidents under the
Reporting of Incidents, Diseases and Dangerous Occurrences Regulations 2013, For the same purpose we may
provide this information about you to the Health and Safety Executive and others as part of any investigation. The
processing of this data is necessary in order that the University may comply with its legal health and safety
obligations (GDPR Article &6(1}{c))

Please note that the University of Worcester is the Data Controller, we retain accident reports and health and safety
records for & years after the year of creation. Further details of how we process your data including your rights are
detailed on the University's Privacy MNotices which can be accessed here

When you have logged in —click the ‘Add New Report’ button to start the Incident Reporting process.
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Accident, lliness and Near Miss Reporting

WHAT ARE YOU REPORTING?

Please complete the following pages with as much information as possible. To support you through the process please refer to the University
guidance ‘Reporting Incidents, Diseases and Near Misses’ which can be found on the Health and Safety web page

Incident Type: @

Accident
lliness

MNear Miss

Next

Then select which incident you are reporting from the options. If you are having trouble deciding this, see our
guidance here.
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Accident, lliness and Near Miss Reporting

STEP FOUR

PERSON DETAILS

Who was the witness? @

Me (Elizabeth Cliver)

Contractor

Not known

Staff Privious Next

Student
| Visitor

You will then need to state who witnessed the incident, whether it was you or another member of

staff/visitor/student/contractor you are reporting on behalf of.
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Dale & Location

WHERE AND WHEN DID THE INCIDENT HAPPEN?

Date & time occurred site
26/03/2019 11:39 H
Building
Room

Previous Next

This information is important as it enables us to gain a clear view of where the incident happened — photos
are even better and this can be uploaded on the next step.

STEP SIX
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Accident, lliness and Near Miss Reporting

DESCRIBE WHAT HAPPENED

Please ensure that you provide as much detail as you can as this will heip to make sure it is dealt with effectively

Description

Immediate Action Taken @

Attach Files and Photographs

Drap files here 1o uplaad

When describing what happened, it is essential you include as much detail as possible and write it so it is
understandable for everyone, and specific terminology is explained. This makes it easier for us to understand
and advise. Within the last section you are able to attach files and photographs to the report simply by
dragging them over from your documents. However, you can only upload files/photographs with a size of 1
MB. The guide on the next page will show you how to reduce the size of photographs.
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HOW TO RESIZE PHOTOS TO UPLOAD ONTO
INCIDENT PORTAL

STEP ONE

=] = | a photos
ppppp Views Manage
3 [[= — 3y Mew item ™o B setect an
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Edi
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7-Zip >
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Giw > | Bl PaintaD
Restore previous versions T Photos
Send & = | 1 Search the Store
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Cut Pe
Copy
Create shorte
Delete
Rename
Propert

First of all, select the photo you wish to upload that needs resizing, right click, and select ‘Open with” and then

select ‘Paint’.

STEP TWO

)| kd ® € = | STAIRS1- Paint

E -I_.-.-- -I.-u v

ize Colou: - = Edit Op.
1 2 colours  Paint 30

Then click on ‘Resize’ in the top left hand corner.
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STEP THREE

Resize and Skew

Resize

By: (®) Percentage () Pixels
—

l:l Horizontal: 100

|:|I Vertical:

Maintain aspect ratic

Skew (Degrees)

+—F

./ Hetizontak [0 |
N v [

Once you have clicked ‘Resize’ it will open the above window, you then change the highlighted number to ‘50’
and click OK. This may not be small enough, so you should repeat the process, then click the ‘Save’ button.

The image will then be a smaller size to enable you to upload it onto the portal.

STEP FOUR

Attach Files and Photographs

Drop files here to upload

Previous Save & Submit

You can then drag the picture or file from your documents folder to this box and your files will automatically
upload.

Please remember, we don’t work in your office, team or area. We rely on the information that you provide. The
rule of thumb.... read it as though you are a relative who does not work at the University. If they cannot

understand fully what happened — there is probably insufficient detail. Never assume that we know anything....

For more information visit the Incident and Near Miss Reporting page or contact Safety Services

Tel —01905 54 3344

Email safety@worc.ac.uk
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