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TOOLBOX TALK   

TITLE: ACCIDENT REPORTING 

INTRODUCTION                                                                                                                                                      .                                                                   

Accident reporting involves documenting any workplace incident, including injuries, illnesses, property 

damage, or near-misses. 

• Purpose: Ensure all incidents are recorded, investigated, and analyzed to improve safety and 

meet legal requirements.  

• Importance: Proper reporting helps:  

o Identify and eliminate hazards  

o Prevent repeat incidents  

o Maintain a safe work environment  

o Meet regulatory compliance  

OBJECTIVES 

• Understand why immediate reporting is critical for workplace safety  

• Learn the correct steps for reporting incidents promptly  

• Know what details must be included (time, location, nature of incident)  

• Follow proper procedures after an incident  

Support a safer workplace through accurate reporting  

 

3. WHAT TO REPORT 

• Injuries (minor and major)  

• Near-misses  

• Property damage  

• Health-related issues  

• Unsafe conditions or hazards  

 

4. Do’s and Don’ts 

Do’s 

• Report all incidents immediately to your supervisor or safety team  

• Complete reports accurately and honestly  
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• Include key details: time, location, what happened, and who was involved  

• Report near-misses and unsafe conditions  

• Cooperate with investigations  

Don’ts 

• Don’t withhold information out of fear or blame  

• Don’t ignore minor incidents or near-misses  

• Don’t disturb the incident scene unless necessary for safety  

• Don’t minimize or misrepresent the severity of an incident  

 

5. If Not Reported… 

• Unresolved Hazards: Risks remain and may cause future incidents  

• Injury Escalation: Minor issues can worsen without attention  

• Compliance Issues: Potential fines and legal consequences  

• Operational Disruptions: Unexpected downtime or shutdowns  

• Financial Losses: Increased costs from claims, repairs, and insurance  

 

CONCLUSION 

Accident reporting is essential to maintaining a safe workplace. Reporting incidents promptly and 

accurately helps prevent future accidents, protects employees, and ensures compliance. Everyone plays 

a role—if you see something, report it. 

*** 
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