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F013a-Incident / Close Call Reporting Form  

 

 

 

Details of person reporting the event  Office use only Event reference number: 

Name: Job title: Contact Number 

Home Address: 

 Post Code: 

Employer: 

Line Manager:  Contact Number: 

Details of incident – e.g. any event where loss 

has occurred e.g. damage to plant and machinery                                                                                      
 Details of close call – e.g. any event where 

loss or damage hasn’t occurred but could have if 
different set of circumstances  

 

Location: Date: Time: 

Was plant / machinery 
involved: (if yes provide details) 

Yes Type: Asset Number: No 
Type: Asset Number: 

Type: Asset Number: 

Type: Asset Number: 

Were people directly connected / involved in the event  Yes – if yes provide 

details below 
 No   

Name:                                 Employer: Role: 

Name: Employer: Role: 

Name: Employer: Role: 

What happened: 

 

 

 

 

 

Details of witnesses: 

Name: Employer: Contact Number: 

Name: Employer: Contact Number: 

Name: Employer: Contact Number: 

Name: Employer: Contact Number: 

Record actions taken to make area safe and prevent any harm: 

 

 

 

 

 

Signature of person completing report: 

Signature: 
 

Date: 
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Incident / Close Call Investigation Report 

 

Has there been any level 1 or 2 working hours exceedances recorded with persons involved:    N/A yes no 

Level 1 exceedance 

Exceeds 60 hours of working in a rolling seven-day period.    

Level 2 exceedance 

Exceeds 72 hours of working in a rolling seven-day period.    

Receives less than 12 hours break between booking off from their shift / period of duty and booking on 
for their next shift / period of duty 

  

Works more than 12 hours in one shift or period of duty   

Works more than 13 consecutive turns of duty in 14 rolling days   

Works when they are expected to exceed a Fatigue Risk Index (FRI) fatigue score of 35 during daytime or 
45 during nighttime hours 

  

Works when they are expected to exceed a FRI risk score of 1.6 (regardless of daytime or night time 
working); 

  

Exceeds 14 hours door to door   

Roster Patten: What shifts had the individual worked and what FRI/RISK ranking score had been recorded against their roster. 

Day time shift pattern should not return an FRI score of 35 or more 

Night time shift pattern should not return an FRI score of 45 or more 

Either shift pattern should not return an RISK score of 1.6 or more     

2 week Prior:  FRI: RISK: 

 

1 week Prior:  FRI: RISK: 

 

Current: 
FRI: RISK: 

Investigators / HSQE & Compliance Managers Findings (attach Sketches, Photographs, and Witness Statements as 
required). 

 

 

 

 

 

Conclusions 

 

 

 

 

Immediate Causes 
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Underlying Causes 

 

 

 

 

Remedial Actions 

1  Intention: 

2  Intention: 

3  Intention: 

4  Intention: 

Recommendations 

1  Intention: 

2  Intention: 

3  Intention: 

4  Intention: 

Name:                                                                                  Signed:                                                                      Date: 
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Date Reason for Review 

16/10/2022 Annual review & removal of reference to Inline Track Welding  

04/07/2023 Updated all content and form layout following RISQS Audit 

26/01/2024 Annual review – minor changes 

26/02/2024 Changed document identification referencing     

08/01/2025 Annual review – no change required 

14/01/2026 Annual review – no change required 


