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INCIDENT/ HAZARD AND NEAR MISS CHECKLIST

This checklist is designed to assist in the incident/hazard/near miss investigation.  Where the answer to any of the following is ‘no’, please specify in the ‘Cause of Incident’ section of the main form.
	
	Ref No.


	The Person Involved

	YES
	NO
	N/A

	
Was the injured person physically suitable for the job?

	
	
	

	Were they suitably trained to carry out the job? 
[Examine training records.]

	
	
	

	
Did they have the necessary competency (e.g. skills, knowledge, and experience)?

	
	
	

	
Is there any evidence of human error?

	
	
	

	
Was it a violation (i.e. breaking the rules or taking short cuts)?

	
	
	

	
Was there a slip or lapse caused by:
· Being distracted?
· Fatigue (caused by too few breaks, excessive hours, already tired)?
· Lack of motivation or boredom?
· Taking substances (alcohol, drugs, or prescribed medicine)?
· Being pre-occupied (angry or excited)?
· Being under too much pressure?
· Too little time?

	
	
	

	
	
	
	

	
	
	
	

	The Process or Procedure

	YES
	NO
	N/A

	
If there were safe working procedures and instructions, were they available on site?

	
	
	

	If there were safe working procedures and instruction, were they realistic, accurate and adequate?

	
	
	

	If there were working procedures and instructions, did they adequately deal with the circumstances of the accident/incident?

	
	
	

	
Was the injured person working in accordance with the safe working procedures?

	
	
	

	
If there were safe working procedures and instructions, were they up to date?

	
	
	

	Were there safe working procedures and instructions for the job under consideration?

	
	
	

	
Was the injured person site-trained?

	
	
	

	
	
	
	

	
	
	
	

	The Place

	YES
	NO
	N/A

	Were adequate measures in place to segregated people form hazardous areas, processes, or machinery?

	
	
	

	
Were weather conditions a contributory factor?

	
	
	

	
Were housekeeping standards satisfactory?

	
	
	

	
Was lighting adequate?

	
	
	

	
Was adequate information provided on the hazards on the site?

	
	
	

	
Were floor conditions a contributory factor (including spillages)?

	
	
	

	
Were the correct access and egress routes being used?

	
	
	

	
Were the appropriate warning signs in place?

	
	
	

	
Were noise levels a contributory factor?

	
	
	

	
Was it a fall from an unguarded edge?

	
	
	

	
	
	
	

	
	
	
	

	Machinery and Equipment

	YES
	NO
	N/A

	
Was the correct personal protective equipment available and was it used correctly?

	
	
	

	
Was it safe to do the job without personal protective equipment?

	
	
	

	
Were the correct materials or substances being used for the job?

	
	
	

	
Were protective devices working correctly?

	
	
	

	
Was the correct equipment being used for the job?

	
	
	

	
Was the equipment in good working order?

	
	
	

	
Were maintenance and inspection records up to date?

	
	
	

	
Was the equipment being used properly?

	
	
	

	
Were guards in place and adequate?

	
	
	

	
Was workplace transport involved?
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