
EALING COUNCIL

Online accident / 
incident manager 

investigation

Guide on how to investigate 
accidents / incidents



• Managers will receive an 
email alert when an incident / 
accident has been reported, in 
which their ‘team’ has been 
selected. 

• Click the link to go to the 
incident within the info-
exchange application.
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Manager’s Investigation 

If you feel that you should not have 

received an incident alert, please 

contact 
Corporate_health_and_safety@ealing.gov.uk
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Logging in

You may be logged in 

via single-sign on. 

If not, please enter 

your email address and 

password.

If you can’t log in, email: 

Corporate_health_and_safety

@ealing.gov.uk to check the 

status of your account or reset 

your password.
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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).
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• To view the full incident details in PDF format:

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

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

3. Click open
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View incident (PDF)
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Getting to the investigation page 

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

1. Click on the incident 
reference number to get to the 
manager’s investigation page.

2. Click on Edit Investigation 
to begin the investigation. 
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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.

Please indicate if the person had 

any time off work as a result of 

the incident.

If the incident was reported as violence 

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.

To save your progress so you can return to the 

investigation, click ‘save changes’.
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Completing the investigation

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 email 
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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