
Toolbox Talk 
Accidents, Incidents and Near Misses 

Key points: 

 Only need to fill in one type of report for

each event.

 Be detailed in your report – this could be

looked at by someone not as familiar with

the site or job as you!

 Inform the right people including the work

party leader, landowner and lead organisa-

tion.

Reporting Procedure: 

Contained within the flight case and in the van 

bulkheads you will be able to find an Accident 

Report Form and Safety Report Card. For 

any accidents please fill in the accident report 

form and for near misses and incidents, the safe-

ty report card. It is important to fill in these 

forms with plenty of details leading up to, during 

and after the event. This helps IWA identify 

trends and continually improve our safeguarding 

procedures.  Important details to include are: 

person(s) involved, time, date, weather condi-

tions, locations and a detailed explanation (can 

include diagrams) of the event including injuries 

and actions taken.  Please fill these out as close 

to the time of the event as possible. When com-

pleted pass it on to the work party leader to send 

off to IWA.  

Where to send my reports? 

All reports must be sent back to WRG HO. From 

here head office will sort out insurance, logistics 

and the HSE. Please remain available to be con-

tacted to further discuss the reports.  

Please post to the following address: 

The Inland Waterways Association  

Unit 16B, Chiltern Court, Asheridge Road, 
CHESHAM, HP5 2PX 

What is an Accident, Incident and 

Near Miss? 

Accident;  These are occurrences that re-

sults in an injury or ill health. These are easily 

identifiable by needing to use something within the 

first aid kit or being taken to A&E. 

Incident; An event that does not cause harm  

to a person but where a piece of equipment i.e. van, 

excavator hired kit etc has been damaged in any 

way leading to repairs.  

Near Miss; An event that, w hile not causing 

harm, has the potential to cause injury or ill health 

e.g.  tools and materials being left unsafe or work-

ing unsafely.

Contacts: 

IWA Head Office 

E: enquiries@waterways.org.uk 

T: 01494 783453 


