	 The Lions Club of Maidenhead CIO

	Accident/Incident Report Form

	Event Name:
	Date:

	Injured Person (if any): Name, Address, Contact Details:



Category: Lion, Helper, Member of the Public, Stall Holder, Organiser, Other 
                   (delete as appropriate)

	Date & Time of Accident/Incident: (delete as appropriate)

Date & Time Reported:                                                               Reported to:


	Details of Injury (if any):



Details of Action Taken:


Names of Persons and Role Involved:


Check List (tick as appropriate and supply names/organisation):
First Aid Administered:                                               Ambulance Called:
Taken to Hospital:                                                        Taken Home:



	Circumstances of Accident/Incident & Location:





	Names, Addresses and Contact Details of Witnesses:




	Name, Address & Contact Details of Person Completing this Form:




Signature:


Accident/Incident review & actions
	



The Lions Club of Maidenhead CIO Accident /Incident Report Form process.

1) The Lions Activities Director is the Club’s Safety Officer responsible for issuing the forms and overseeing the process.
2) Copies of the form are to be made available to the organiser of the event and held by the designated Safety Officer for that event.
3) All and any Accident or Incident reported to the Safety Officer warrants the mandatory use of this form.
4) The form may be completed by any member of Maidenhead Lions and must be completed in full.  If the Accident or Incident involves a third party stall holder, then full details of that stall holder must be included.  This information is essential for insurance purposes.
5) The form must be returned to the designated event Safety Officer for safe keeping and then returned to the Club Safety officer.
6) The Safety Officer will initiate a review of the incident with the Club Directors and document any actions necessary to resolve outstanding issues and also help prevent reoccurrence of such Accidents or Incidents.
7) The Club Safety officer will hold a log of all competed forms and hold forms on file for five years. 
Accident & Incident Form v2
