
Environmental incident/non-conformance reporting form

Filling in this form

· Part A of this form is to be completed and signed by the person reporting the event

· Use a BLACK or BLUE pen and write in BLOCK CAPITALS

· An example has been completed in RED on pages 3 and 4 (form can be completed by hand & sent through the internal post or completed electronically and emailed to the Environment Manager).

	PART A  

	1.
	Full name 
	

	2.
	Job title
	

	3.
	Were you directly involved in the incident/ non-compliance? If no, state capacity in completing this form 
	YES/NO
CAPACITY:- 

 

	4.
	Date of incident/non-compliance
	

	5.
	Time of incident/non-compliance
	

	6. Brief description of the location of the incident/non-compliance



	7.
What occurred?
(
Incident

· Near miss  

· Non-compliance with relevant legal and other requirements

	8.
Nature of the occurrence?
( 
Fire  (please cc duplicate copy to RMD)
· Explosion   (please cc duplicate copy to RMD)
· Spillage, leakage or uncontrolled discharge of substances




(other than special, hazardous or restricted substances)  
· Spillage of special, hazardous or restricted substances (eg oil, detergent, paint)

· Emission to air of gas, dust, fumes or other pollutants

· Pollution of water courses, surface water drains, foul water sewers 

· Contamination of land, flora, fauna 

· Damage to archaeology, listed building, local heritage etc

· Noise, litter, light, odour, vibration or other nuisance

· Waste management (escape or improper storage/disposal)

· Human health and safety (please cc duplicate copy to RMD)


( 
Other risk (please describe below)

	Further details Give as much detail as you can. For instance, the name of any substances involved, what happened leading up to the event, the part played by any people including third parties, the names of any witnesses, any action taken at the time of the event.



	Signature:                                                                                       
Date of completing this form: 


	
	After completion of PART A 

· Photocopy this form twice (unless sending by email)
· Send the ORIGINAL form to the environmental management representative

· Retain one COPY for your own records

	PART B 
(for completion by the environmental management representative)

	1.
	Preventative or corrective action identified and agreed

 

	
	Signature
 

Position

Date of implementation
  

	2.
	VERIFICATION Give information on the verification process, include details of any checks carried out, and reference any audit checklists used. 
Signature

Date of verification  
Position


	
	Date of closure

	Signature
 

Position
POSITION 


	PART A

	1.
	Full name
	JOE BLOGGS

	2.
	Job title
	PLANT OPERATIVE

	3.
	Were you directly involved in the incident/ non-compliance? If no, state capacity in completing this form 
	YES/NO 
CAPACITY

YES
DRIVING DIGGER

	4.
	Date of incident/non-compliance
	17 FEB 2003

	5.
	Time of incident/non-compliance
	08.30

	6.
Brief description of the location of the incident/non-compliance


FAIRMEAD HOUSING DEVELOPMENT, LONDON SE17


	7.
What occurred?
(
NEAR MISS

	8.      Nature of the occurrence?
( 
Fire  (please cc duplicate copy to RMD)

· Explosion   (please cc duplicate copy to RMD)

· Spillage, leakage or uncontrolled discharge of substances




(other than special, hazardous or restricted substances)  
· Spillage of special, hazardous or restricted substances (eg oil, detergent, paint)

· Emission to air of gas, dust, fumes or other pollutants

· Pollution of water courses, surface water drains, foul water sewers 

· Contamination of land, flora, fauna 

· Damage to archaeology, listed building, local heritage etc

· Noise, litter, light, odour, vibration or other nuisance

· Waste management (escape or improper storage/disposal)

· Human health and safety (please cc duplicate copy to RMD)

( 
Other risk (please describe below)


	Further details
Give as much detail as you can. For instance, the name of any substances involved, what happened leading up to the event, the part played by any people including third parties, the names of any witnesses, any action taken at the time of the event.

· When reversing the digger I didn’t notice the oil bowser parked behind me. I hit the bowser but no damaged was caused and no oil leaked from the bowser.

· The bowser has now been moved away from frequent plant movement areas.


	Signature    Joe Bloggs
Date of completing this form    17 February 2003



	
	After completion of PART A 

· Photocopy this form twice

· Send the ORIGINAL form to the environmental management representative

· Retain one COPY for your own records

	PART B 
(for completion by the environmental management representative)

	1.
	Preventative or corrective action identified and agreed

Action to be taken: Details that the oil bowsers must be kept well away from plant movement areas at all times is now to be included in the method statement for using the mobile bowser
By whom  This will be written by the environmental management assistant
Deadline for implementation by 28 February 2003


	
	Signature     A. GREEN 

Position
    ENVIRONMENTAL MANAGER
Date of implementation  18 FEBRUARY 2003

	2.
	VERIFICATION Give information on the verification process, include details of any checks carried out, and reference any audit checklists used. 

Comments

NEW WORK INSTRUCTIONS ISSUED ON 25 FEBRUARY 2003. 

ON-SITE CHECKS UNDERTAKEN ON 4 AND 16 MARCH 2003.  FOUND TO BE IMPLEMENTED.

Signature
P  CHECKER
Date of verification
17 MARCH 2003
Position
ENVIRONMENTAL MANAGEMENT SYSTEM INTERNAL AUDITOR

	
	Date of closure
20 MARCH 2003
	Signature
A Green
Position
ENVIRONMENTAL MANAGER


Form EM17/1


