
 

Working safely for our future 

Working safely for our future 

INCIDENT REPORTING PROCEDURE 
Incident occurs 

Operatives to report all incidents immediately 

(accident, damage, spill, fire, near miss or dangerous occurrence) 

KpH Manager to telephone contracts or Line Manager / Operations Director and H&S Manager 

KpH Manager to complete Incident Notification Form and 

submit to H&S team within 24 hours 

H&S team to review and liaise with KpH Manager to advise on investigation 

requirements / securing if accident  

TIER ONE REPORTING  

To be completed by KpH Manager/

H&S  team for incidents following  

receipt of form (where required) 

TIER TWO REPORTING  

Must be completed for all RIDOOR  

Incidents/incidents deemed high risk by 

H&S team 

KpH Manager / H&S team to 

complete TIER ONE report 

using report form  

H&S  team to complete TIER 

TWO report using report form 

Completed TIER ONE report 

to be approved by H&S  

Manager prior to issue  

Completed TIER TWO report to be 

approved by H&S  

Manager / Ops Director prior to issue 

KpH Management to review report and complete all required close out actions in allocated timescales 

TIER THREE report form   

 To be completed by H&S team and approved by H&S Manager prior to issue outside of KpH 

Any shared learning documents to be created by the HSEQ team and communicated to all staff 
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INCIDENT REPORTING FORMS & 

STANDARD OPERATING PROCEDURE 

Scan the QR code below to access the following forms: 

KpH-SOP-11 Accident reporting and investigation procedure 

KpH sf-101-incident Notification Form 

sf-97-TierOneAccidentInvestigationReport 

sf-98-TierTwoIncidentInvestigationReport 

SF 99 Tier three report form 

Any shared learning documents to be created by the HSEQ team and communicated to all staff 


