
FIRE SAFETY ARRANGEMENTS   
 
REPORTING AND RECORDING FIRE INCIDENTS, NEAR 
MISSES AND OTHER FIRE SAFETY HAZARDS  
 
 
It is important that all occasions where a fire has, or could have occurred, are properly 
recorded and the cause investigated so that the effectiveness of the preventive and protective 
measures can be reviewed and, if necessary, revised.  
 
To ensure this is done in a systematic way, all such occurrences should be recorded using the 
‘FIRE INCIDENT, NEAR MISS OR OTHER FIRE SAFETY HAZARD REPORT’ form - blank 
copies of which are to be kept in section 6 of the Fire Safety Folder to ensure they are readily 
available for anyone to use.  
 
Section A of the form is to be completed as soon as possible after any such occurrence by the 
most appropriate line manager/member of staff with knowledge of the circumstances. It should 
be forwarded to the person in charge of the premises for action and completion of Section B as 
detailed below. 
  
 
The person completing the form is to: 
 

• make clear the nature of the occurrence by circling or highlighting either  
 
“Fire Incident”     where a fire has occurred 

 
“Near Miss” where a fire has not actually occurred but all the 

components for a fire are discovered, eg a quantity of 
highly flammable liquid is found in close proximity to 
an uncontrolled ignition source 

 
“Other Fire Safety Hazard”  where fire safety related hazards might not in 

themselves cause a fire but could impact upon the 
safety of relevant persons in the event of a fire, by for 
example, jeopardising their means of escape – eg the 
discovery of an obstructed fire exit. (Defects with fire 
safety systems and equipment etc should also be 
reported for remedial action – see ‘Schedule of 
appropriate contacts’ (F.1) at front of folder) 

 
• complete section A, recording  as much detail on the form as is known at the time  

 
• forward the form to the person in charge of the premises for any appropriate action 
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The person in charge of the premises is to: 
 

• acknowledge receipt of the report form  
 

• ensure the cause(s) of the reported incident/near miss/other fire safety hazard are 
investigated and recorded in section B of the form 

 
• consult employees (and health and safety representatives) as to the findings 

 
• review the risk assessment and record any significant findings  

 
• add any outstanding remedial actions to the current ‘Fire Safety Action Plan’ (kept within 

the Fire Safety Folder) and ensure the necessary  preventive or protective measures 
are prioritised and implemented within the appropriate timescale 

 
• ensure a copy of the completed report form is retained for reference in section F.19 of 

the Fire Safety Folder 
 
 
 
 
 
 
 
 
See following pages for sample blank ‘FIRE INCIDENT, NEAR MISS OR OTHER FIRE 
SAFETY HAZARD REPORT’ form and an illustrative completed example of the form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



RECORDS (BLANK SAMPLE OF FORM)                       

FIRE INCIDENT, NEAR MISS OR OTHER FIRE SAFETY 
HAZARD REPORT 
 
Section A  (To be completed as soon as possible after occurrence) 
 
Type of incident 
(Circle or highlight) 

Brief details of location/nature of occurrence etc 

 
Fire Incident 
 
Near Miss 
 
Other Fire Safety Hazard  

 
 
 
 
 
 
 

Date of occurrence 
 

 Time of 
occurrence 

 

Person reporting  
(Print name) 

 

Contact number and 
address  

 

 
Immediate remedial 
action(s) taken 
 

 

Reported to and when 
(if different from next box) 

 
 
 

Date to person 
in charge of 
premises 

 

Section B (To be completed by/on behalf of the person in charge of premises) 
Findings of investigation 
into cause, other remedial 
action already taken and 
any remaining fire safety 
deficiencies identified 
Note 
Any further remedial 
action considered 
necessary should be 
recorded on the ‘Fire 
Safety Action Plan’ kept 
in the Fire Safety Folder 

 
 
 
 
 
 

Person completing and 
position held (Print) 

 

Signature  
 

                                              Date  
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RECORDS (ILLUSTRATIVE  EXAMPLE OF FORM)    

FIRE INCIDENT, NEAR MISS OR OTHER FIRE SAFETY 
HAZARD REPORT 
 
 
Section A  (To be completed as soon as possible after occurrence) 
 
Type of incident 
(Circle or highlight) 

Brief details of location/nature of occurrence etc 

 
Fire Incident 
 
Near Miss 
 
Other Fire Safety Hazard  

 
 
 
Corridor leading to side car park fire assembly area partially 
blocked by stores items 
 

Date of occurrence 
 

25 September 2007 Time of 
occurrence 

11.30 

Person reporting  
(Print name) 

JOE  BLOGGS 

Contact number and 
address  

0044 07789 556 
Caretakers Office, The Dinglewood Centre, Abingdon OX14 0UZ 

 
Immediate remedial 
action(s) taken 

• Items moved to reception area and receptionist informed 
• Put note in area saying the materials had been moved to 

reception 
Reported to and when 
(if different from next box) 

Mr Drucker (supervisor) 
11.45 am 
 

Date to person 
in charge of 
premises 

25 September 2007

Section B (To be completed by/on behalf of the person in charge of premises) 
Findings of investigation 
into cause, other remedial 
action already taken and 
any remaining fire safety 
deficiencies identified 
Note 
Any further remedial 
action considered 
necessary should be 
recorded on the ‘Fire 
Safety Action Plan’ kept 
in the Fire Safety Folder 

• Deliveryman had no key to storeroom and the receptionist 
had been distracted from task by an urgent telephone call 

 
• Delivery staff advised to ensure they have the key before 

taking materials to store 
 
Example of text recorded in the ‘Fire Safety Action Plan’ as 
proposed remedial actions: 
 
“All staff to be reminded about the need to keep exits clear – issue 
note and follow up at next team meeting – Timescale ‘S’.  
Check situation in 3 months time – Timescale ‘M’.” 

Person completing and 
position held (Print) 

T R Smith – Site Manager 

Signature        TRSmith      

                                            
Date 30 September 2007
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