Worker Hazard and Near Miss Report Form
Use this form to record a hazard, a near miss or an incident at work, and to remember who you told. Writing down the facts straight away helps your supervisor and your agency fix the problem. It does not replace the site's own reporting process, so follow that too.
Your rights at work
WorkSafe Victoria says labour hire workers have the same health and safety rights as other employees, including the right to a safe workplace, the right to refuse unsafe work, to be consulted on safety, and to be protected from discrimination for raising a safety concern. Both the labour hire provider and the host employer have duties to look after your safety. Read the full page for labour hire workers.
You also have duties: take reasonable care for your own safety and that of others, cooperate with safety instructions, and report hazards and incidents promptly to your host and your labour hire provider.
What to do first
	Situation
	What to do right away
	Who to tell

	Someone is hurt or in danger
	Get to a safe place. Call 000 for an emergency. Get site first aid and follow the first aider's directions.
	Nearest supervisor, then your agency

	You are asked to do something unsafe or beyond your training
	Stop the task. Explain the concern calmly. Do not carry on until you understand how to do it safely.
	Supervisor, then call your agency if still unsure

	You see a hazard (for example a spill, damaged racking, a blocked exit, a faulty machine)
	Keep clear. Warn others nearby. Follow site rules, such as tagging out equipment only if you are trained to.
	Supervisor and site health and safety representative if there is one, then your agency

	A near miss: nobody was hurt, but it could have been serious
	Treat it as a report, not a complaint. Write down what happened while it is fresh.
	Supervisor and your agency

	You were injured, even slightly
	Get site first aid straight away and ask someone to tell your supervisor. Fill in the form below.
	Supervisor and your agency the same day



If you work through Chandler Personnel
Chandler's candidate FAQ says that if you are asked to complete a task you believe is unsafe or beyond your training, you should stop, discuss it with your supervisor, and call Chandler immediately if you are still unsure. It also says all incidents, accidents and near misses must be reported: follow the site protocols, report to Chandler, get site first aid if injured, and have someone notify your supervisor. The Chandler office number is (03) 9656 9777.
Report form
Write facts only: what you saw, heard and did. Leave out guesses and blame. If something is not known, write "not sure".
	Report details
	Your answer

	Your name and phone
	[Your Name], [Phone]

	Agency and consultant
	[Agency Name], [Consultant Name]

	Site name and exact area
	[Site], [Area, aisle, machine, dock number]

	Host supervisor on duty
	[Supervisor Name]

	Date and time it happened
	[Date], [Time]

	Type (circle one)
	Hazard  /  Near miss  /  Injury  /  Property damage  /  Other

	What happened? Give the facts in order.
	

	Equipment, machine, or product involved
	

	Was anyone hurt? Describe the injury and first aid given.
	

	Who else saw it? (names)
	

	What did you do straight away?
	

	What do you think would stop it happening again?
	

	Photos taken? (only if site rules allow it)
	Yes  /  No



Who I told and what happened next
	Who I told
	Date and time
	How (in person, phone, form)
	What they said or did

	Host supervisor
	
	
	

	Site health and safety rep
	
	
	

	Agency consultant
	
	
	

	Other
	
	
	



	Follow-up
	Date
	Answer

	I asked whether the hazard has been fixed
	
	

	The hazard is fixed (Y/N)
	
	

	I was given new instructions or training
	
	

	I still have a concern (describe)
	
	



Good to know
The host employer has its own duties, including notifying WorkSafe Victoria of serious incidents. That is their job, not yours, but tell them straight away so they can do it.
Rules differ between states. This form follows Victorian WorkSafe guidance. If you work in another state, check that state's regulator.
Keep a copy of this form, and give the original to the person you report to.
Read more about the induction both the agency and the host should give in WorkSafe Victoria's labour hire induction and training page.
Browse current roles on the job board.
This form is a general record-keeping aid. It is not legal advice and does not replace the site's incident process.
Free resource from Chandler Personnel. A general guide only, not legal advice.   Page 




