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OLSEH/INCID/26/04/3.0
Incident Report
	1
	Name of department
	

	2
	Location (Lab No., Floor, Block):
	

	3
	Date and time 
	

	4
	Eyewitness Name& Phone number
	

	5
	Incident handled by
	☐User ☐Faculty ☐Department ☐Security

	6
	Type of incident 
	☐ Near Miss ☐ Damage ☐ Injury ☐ Accident 
☐ Fire ☐ Other (specify)

	7
	Severity of Incident
	☐ Minor ☐ Major ☐ Critical

	8
	Was anybody injured?
	☐Yes ☐No

	9
	Was medical treatment provided?
	☐ Yes ☐ No ☐ Not required

	10
	Any damage to equipment or infrastructure?
	☐ Yes ☐ No

	11
	Was the OLSEH informed?
	☐ Yes ☐ No

	12
	Current Status
	☐Event still active ☐Event is resolved



	
	Root Causes (Tick ✔ as applicable)

	Training & Culture
	☐ Unauthorised access ☐ Inadequate training ☐ Lack of ownership ☐ Lack of supervision   

	SOP / Procedure
	☐ SOP not followed   ☐ SOP not available   ☐ SOP unclear or inadequate

	Execution Error
	☐ Fatigue ☐ Rushing work ☐ Distraction ☐ Human error ☐ Lack of planning 
☐ Miscommunication

	PPE
	☐ PPE not used   ☐ Improper PPE   ☐ PPE not available

	Housekeeping
	☐ Cluttered workspace   ☐ Poor housekeeping

	Chemical/Gas Use
	Improper:  ☐ storage   ☐ Usage   ☐ Labelling   ☐ Disposal

	Equipment
	☐ Equipment failure   ☐ Poor installation ☐ Poor maintenance   ☐ Poor design

	Environment
	☐ Flooding   ☐ Electrical fault   ☐ Weather 





Brief Description of Event with Timeline







Action Taken& Prevention Plan




	Submitted by
	

	Email
	

	Contact Number
	







Instructions/Policy
1. What are Incidents: Use this form to report accidents/incidents/near misses. The definition of incident includes injury, fire, safety alarms (real or false), chemical spills, gas leaks, accidents, property damage, explosions, evacuations, and unauthorised access.
2. Incident Report Form must be submitted to OLSEH (safety.olseh@iisc.ac.in) with copies to the Department Safety Champion and PI (where applicable). 
3. Timeline: 
a. Major incidents (e.g., fire, injury, gas leak) – immediate reporting 
b. All other incidents/near misses – within 24 hours, not including weekends and holidays
4. Responsibility: The responsibility for any incident is as follows:
a. Reporting: The individual involved or witness is responsible for sending the report to OLSEH. 
b. Investigation: OLSEH will conduct investigations and mandate corrective actions.
c. Follow-up Action: The PI of the lab is mandated to implement the corrective action mandated by OLSEH in a time-bound fashion. Failure to comply with the rules will incur a penalty as per the safety policy.
5. Confidentiality: Reports will be handled in accordance with the Institute’s confidentiality policy.
6. Accountability & Non-Compliance: Failure to report incidents, delayed reporting, or the submission of incomplete or false information will result in action (See section on non-compliance). The following escalation shall apply in case of non-compliance. 
a. If the incident is reported by the PI/concerned person within 24 hours, no notice will be issued.
b. If the incident is reported by the PI/concerned person after 24 hours, a Yellow Notice will be issued to the concerned lab/facility/office.
c. If an incident is reported by the Health Centre rather than the concerned lab/facility/office, a Yellow Notice will be issued to the concerned lab/facility/office.
d. If the incident is not reported and is identified by OLSEH through other sources or during a routine audit, a Red Notice will be issued to the concerned lab/facility/office.
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