In the event of an Incident or Near Miss please record the following details and forward them to your CWU Branch Office
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           COMMUNICATION WORKERS UNION
Central & West Lancs Branch

SAFETY COORDINATOR: Jason Morley
CWU Office, PP U, North Street Building, 170–175 Moor Lane, Preston, PR1 1BA.

Telephone: 07802 190278;   Fax: 01772 880055;   e. mail: cwlsafety@btinternet.com 

PRELIMANARY INCIDENT INVESTIGATION SHEET
Please simply record the facts as best as you are able, there is no need to give an opinion on responsibility for the cause of the incident.  For help contact a Branch Officer.
Injured Person/s: ……………………………….

……………………………………………………
EIN/s: …..........................................................
Contact Number/s: .........................................
Date/Time of Incident: …./.…/……@ ………..
Date of Investigation: ……/……/……
Person Investigating: …………………………..
Contact Number: ……………………………….
Branch Office: .................................................
Officer Informed: .............................................
Reported to Incident Group:  Y/N    (0800 671345)
Incident Reference: ….....................................
Incident Location: …………………………………………………………………………………………….
Incident Description: …………………………………………………………………………………………
………………………………………………………………………………………………………………….
…………………………………………………………………………………………………………………. 

………………………………………………………………………………………………………………….
………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

………………………………………………………………………………………………………………….

Photographs included: Y/N.  (Please see note 1 on reverse)
Description of Injuries Received: …………………………………………………………………………..
………………………………………………………………………………………………………………….
Photos included: Y/N.  (Please see note 2)

Diagram of Incident Site (Please see Note 3)
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List of Witnesses and Contact Details (Please include vehicle registrations when applicable)

Guidance Notes:

1. Attach separate sheets if needed.  Please include photographs where possible (digital photos i.e. from mobile phones are acceptable, take many from different angles), try to take some close up and some further away.  Include a coin or matchbox etc in picture to give perspective to things such as trip hazards.  Try to include the dimensions of the hazard, for instance the depth, length and width of a pot-hole, or the description of a slippery substance i.e. water/oil for a slipping incident and its apparent source.  (Photographic cost will be refunded).

2. Please include photos of the injury where possible.  Injured persons should seek medical attention to ascertain the seriousness of the injury for all but the most minor injuries.

3. Try to keep diagrams simple and easily understandable.  Include a fixed point of reference i.e., street name or object such as filing cabinet etc, so the location can be easily identified at a second site visit.
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