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HAZARD/NEAR-MISS REPORTING 

PROCEDURES 
This form does not replace the use of the Estates Works Request system for repairs.  This 
form does not replace and should not be used as or in conjunction with an accident reporting 
form.  This form is to be used only to report hazards/near-misses in your place of work. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Hazard/Near-miss identified 
 

Pass the completed form to the School/ 
Service Health & Safety Co-ordinator. 

Fill and complete the Hazard/Near-miss 
Report Form as fully as possible.  
These forms are available from the 
portal or the School/ Service Health & 
Safety Co-ordinator. 

School/ Service Health & Safety Co-
ordinator will investigate and inform the 
relevant SMUC Services of the fault 
encountered so that it can be rectified. 

University Health & Safety Officer 
will investigate and compile a report 
to be sent to the School/ Service 
Health & Safety Co-ordinator and 
the Head of School/ Service.  Co-
ordinators can then inform the 
person reporting of the outcome 
and the file is then closed. The 
records are to be kept on file for at 
least 3 years. 

School/ Service Health & Safety Co-
ordinator will inform the person reporting 
of the positive outcome and close the file.  
A full report will be sent to the Head of 
School/ Service and the University Health 
& Safety Officer. The records are to be 
kept on file for at least 3 years. 

School/ Service Health & Safety 
Co-ordinator will pass photocopies 
to the Head of School/ Service and 
inform the University Health & 
Safety Officer of the situation. 

if fault is rectified if fault is not rectified 

Definitions 

 
An accident is an unplanned event that causes injury 
to persons, damage to property, or both. 
 
A near miss incident is an unplanned event which 
does not cause personal injury or property damage, 
but which may well have done so. 
 
A hazard is something that has the potential to 
cause personal injury, disease, property damage or 
other loss. 
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