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Manager’s Investigation

« Managers will receive an

New Near Miss has occurred at Corporate Health and . -
email alert when an incident /

Safety: . .
This is an automated email sent to you from the Ealing Council accident reporting aCCIdent ha‘s bee’n reported ! In
system. which their ‘team’ has been
A Near Miss report has been submitted for Corporate Health and Safety and requires
you to inveslig;te immediately. ® ! SeIeCted *
Incident Report Date/Time = 07 Aug 2019 10:00 ° CIICk the I|n k tO go tO the
Reported By = Liam Hubbard . . . . .
oo — 5t Floor G - incident within the info-
ocation = oor, Green area walkway. . .
Details = *MOCK REPORT™ | was walking to my desk and tripped over a box that had eXCh an g e ap pl ICatI O n .

been placed in the walkway. | lost balance but managed to hold a cabinet to the side

of the walkway to prevent a fall to the ground. | was not injured. Further information... /

View the record here: hitps://ealing .info-exchange.com/Secure/App-3/Table- /
44/Record-36655

If you are unsure how to complete the investigation, guidance notes are available
under the Help tab, once you log in.

Please ensure you give details of Employee Assistance to the affected staff member If yOU feel that YOU Shou Id nOt have
immediately - hitp://inside ealing.gov.uk/info/20035/occupational_health/64/24- recelved an |nC|dent alert, please
hour_employee_helpline_service

contact
Corporate_health_and_safety@ealing.gov.uk

If you have difficulties or need assistance please email
Corporate_health_and_safety@ealing gov.uk
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Logging In

You may be logged in
via single-sign on. e p—r

If nOt’ please enter N Please enter your email address and password to log in If you Can,t Iog in, email:

your email address and [Emal dcrese Corporate_health_and_safety

IPasswurd .
password. R @ealing.gov.uk to check the

status of your account or reset

¥OU are attempting to Iog IN and your password rails, please conta

R o your password.

Email: corperate health and 13
Or Raj Cl ¥ on 020 BB2S 7287 / 07568 130 165 of
Email: ChowdhuryR@ealing.gov.uk

For Property Compliance:
IET and Property Services on 020 8825 9000 Opt. 2 or
Email: EalingfMHelpdesk@ealing.gov.uk
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View incident

You will arrive at the incident page (below)

You can view the incident online by clicking ‘view incident’ or
downloading to a PDF copy (next slide).

Council Incidents » Directorate: Corporate Resources » Division: Business Services Group » Business Unit: Corporate Health and Safety » Team: Corporate Health and Safety > Unit Team: Corporate Health and Safety > Indilent 4413 (Current) |:.|
P
Lest modified by Remote User Council on 07 Aug 2019 10:00 [&| Print (&) Download

Date and time reported 07 Aug 2019 10:00 Reference number 4413

Date of incident 06 Aug 2019 Team Gorporate Health and Safety
Did the incident happen at a council location? Ves

What was the incident? Mear Miss.

Injuries Sustained

Q, Search Investigation

Incident ref no A Name of person investigating Investigation completion date Investigation Status

s N
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View incident (PDF)

[ ]

IEI Print III Download

Download Close

* To view the full incident details in PDF format: i -
Iil PDF - Record view

/ IilPDF-Summawview l

1. Click download (near the top right of your screen)

/

Ofline form

2. Click the arrow for ‘PDF — Record view’

3. Click open

| Cancel | b

’m Do you want to open or save Print-20190807102121.pdf (27.6 KB) from ealing.info-exchange.com? Open | | Save |'

www.ealing.gov.uk
MI PPT V2 2019 5



Getting to the investigation page

Return to the below page on Info-exchange by
clicking on Incident: *number*

Council Incidents > Directorate: Corporate Resources > Division: Business Services Group > Business Unit: Corporate Health and Safety > Team: Corporate Health and Safety » Unit Team: Corporate Health and Safety 5| Incident: 4413 (curen

Last modified by Remote User Counci on 07 Aug 2019 10:00 [ Print

Date and time reported 07 Aug 2019 10:00 Reference number 2413
Date of incident 06 Aug 2019 Team Corporate Health and Safety
Did the incident happen at a council lecation? Yes

What was the incident? Near Miss

Injuries Sustained

SR o o o)

Q_ Search Investigation

Incident refno & Name of person investigating Investigation completion date Investigation Status

Not Started

&
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Getting to the investigation page

1. Click on the incident
reference number to get to the

Incident ref no A

— manager’s investigation page.

Name of person investigating Investigation completion date

Q_ Search Investigation

Investigation Status

Mot Started

Edit Investigation

v Incident Details

The instruction sheets for completing this

Date and time reported
Reference number
Date of incident

Team

What was the incident?

[ are available by selecting Home > Help

06 Aug 2019
Corporate Health and Safety

Near Miss

2. Click on Edit Investigation
to begin the investigation.

Directorate: Corporate Resources > Division: Business Services Group » Business Unit: Corporate Health and Safety » Team: Corporate Health and Safety » Unit Team: Corporate Health and Safety > Incident: 4413 > Investigation: Investigation cument

Automatically generated on 07 Aug 2019 10:00 \E\ Print

Please ensure you answer al estions as fully as possible in order to complete the investigation. You do not have to answer all the sections in one visit, you can enter information, save and then return to the form at another time.
However, do not enter a completidwgate until you have fully finalised the investigation. You will not be able to add any further information once this date has been entered.

(3]

E\ Download
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Investigation Questions

Please answer the questions with as much detail as possible. You do not have to do this all in
one go — you may want to come back after gathering further information. It is good practice to
discuss the incident with the member of staff concerned.

The questions are different depending on the type of incident reported.

v
Please indicate if the person had
mesaston s S oc any time off work as a result of
dutiasalberedduemtheim:ide_nl? - the incident.
_— If the incident was reported as violence
Goutnary Cototsoatonese . and intimidation, you will be asked if the
: ] assailant should be added to the
—— — cautionary contact database.
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Investigation Questions

Below is an example of a near miss incident
investigation.

¥ Investigators Details
Name of person investigating Manager name

Investigators job title Manager's job title

~ Investigation Details
Investigation start date I_E_l 07 Aug 2019

What was the cause of the accident? An empty box was left in the walkway in the green area. This caused LH to trip.

What actions | additional controls have been taken to  (06/08 - The box was immediately moved and walkways checked for trip hazards and obstructions.

t ? - q g q a q - .
prevent reoccurence 07/08 - Staff were sent an email reminder to exercise good house-keeping, keeping work equipment such as boxes and personal belongings (bags, umbrellas) tidy and away from walkways.

v Sign Off
Investigation completion date IZ_I I_E_l 07 Aug 2019
Investigation Status

To save your progress so you can return to the
investigation, click ‘save changes'.
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Completing the investigation

¥ Investigators Details
Name of person investigating Manager name

Investigators job title Manager's job title

v Investigation Details

Investigation start date |_;_| 07 Aug 2019

What was the cause of the accident? An empty box was left in the walkway in the green area. This caused LH to trip.

What actions / additional controls have been taken to  06/08 - The box was immediately moved and walkways checked for trip hazards and obstructions.

t H 1 q q q o n - .
prevent reoccurence 07/08 - Staff were sent an email reminder to exercise good house-keeping, keeping work equipment such as boxes and personal belongings (bags, umbrellas) tidy and away from wallways.

~ Sign Off

jon completion date |7 |

|..:| 07 Aug 2019

Investigation Status

When you have completed all the questions, input the date of
completion and click ‘Save Changes’.

Please note: you will not be able to change anything after you have done
this. If you would like to give more information after this point, please emalil
corporate health_and_safety@ealing.gov.uk
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.
What happens next

The manager’s investigation will be marked as completed.

You may be contacted by a member of the Corporate Health and Safety
team for more information about the incident.

If you have any questions about this process or the info-exchange
application, please email corporate _health _and safety@ealing.gov.uk
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