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COURSE INTRODUCTION / OVERVIEW:

Every workplace generates safety information every day, yet much of it is lost, delayed, or misunderstood because it is not
captured in a clear and consistent format. This training course gives participants a complete, practical approach to
preparing occupational health and safety report templates, from understanding what each report must achieve to
designing, testing, and maintaining standardized OHS reporting forms across the organization. Participants explore
incident report templates, near miss reporting forms, accident investigation report formats, hazard identification and risk
assessment templates, workplace inspection checklists, safety audit report structures, and monthly and annual HSE
performance reports. The course connects template design to the requirements of ISO 45001 and to recordkeeping
obligations such as OSHA injury and illness logs, showing how well-built templates support legal compliance, root cause
analysis, and continuous improvement. Drawing on the ideas of James Reason in his book Managing the Risks of
Organizational Accidents, participants learn why accurate reporting is the foundation of a strong safety culture and why
poorly designed forms hide the real causes of harm. The program also covers leading and lagging safety indicators, data
quality, digital reporting tools, and how to present safety data to management in a way that drives decisions. Delivered by
BIG BEN Training Center, this course turns safety reporting from a routine paperwork task into a reliable management

system that protects people, assets, and reputation.

TARGET AUDIENCE / THIS TRAINING COURSE IS SUITABLE FOR:

e Health and safety officers and coordinators.

e HSE managers and supervisors.

e Occupational health and safety specialists.

o Safety engineers and risk assessment specialists.

e Quality, health, safety, and environment (QHSE) professionals.

e Site supervisors and production managers.

e Internal auditors and compliance officers.

e Facility and maintenance managers.

e Human resources professionals responsible for workplace wellbeing.

e Team leaders responsible for incident reporting in their areas.
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TARGET SECTORS AND INDUSTRIES:

Oil, gas, and petrochemical companies.

Construction and contracting companies.

Manufacturing and industrial plants.

Power generation, utilities, and water companies.

Mining and heavy industries.

Logistics, transportation, and warehousing companies.

Hospitals and healthcare facilities.

Hospitality, tourism, and facility management companies.

Government agencies, ministries, municipalities, and public sector institutions.

Educational institutions and universities.

TARGET ORGANIZATIONS DEPARTMENTS:

Health, Safety, and Environment (HSE) Department.
Occupational Health and Safety Department.

Risk Management Department.

Quality Assurance and Compliance Department.
Operations and Production Department.
Maintenance and Engineering Department.

Facility Management Department.

Human Resources Department.

Internal Audit Department.
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COURSE OFFERINGS:

By the end of this course, the participants will be able to:

e Explain the purpose and legal importance of occupational health and safety reporting.

o Identify the main types of OHS reports and the information each one requires.

e Design clear and standardized incident, accident, and near miss report templates.

e Prepare hazard identification, risk assessment, and workplace inspection templates.

e Build accident investigation report formats that support root cause analysis.

o Create safety audit report templates aligned with 1ISO 45001 requirements.

e Develop monthly and annual HSE performance reports using leading and lagging indicators.
e Improve the quality, accuracy, and completeness of safety data.

e Present safety reports to management in a clear and decision-focused way.

e Establish a system to review, control, and update OHS report templates.

COURSE METHODOLOGY:

This training course uses a practical, hands-on approach that keeps participants actively involved from the first session to
the last. Each topic begins with a short, focused explanation of the key concepts, followed directly by applied exercises in
which participants build real OHS report templates step by step. Participants work in small teams to design incident report
forms, near miss reporting forms, inspection checklists, and HSE performance reports, then test their templates against
realistic workplace scenarios. Case studies drawn from construction sites, industrial plants, healthcare facilities, and
public sector organizations show how strong and weak reporting formats affect investigations, compliance, and safety
decisions. Group discussions encourage participants to share the reporting challenges they face in their own organizations
and to compare solutions. Interactive sessions include template review workshops, where teams evaluate each other’s
designs for clarity, completeness, and ease of use. Role plays simulate the process of reporting an incident and presenting
safety findings to senior management. Throughout the program, the trainer provides continuous, constructive feedback
on each template, helping participants refine their work before the next stage. By the final day, each participant leaves
with a practical set of ready-to-use report templates. BIG BEN Training Center ensures that every activity is linked directly

to real workplace needs and to measurable improvements in safety reporting.
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COURSE AGENDA (COURSE UNITS):

UNIT ONE: FOUNDATIONS OF OCCUPATIONAL HEALTH AND SAFETY REPORTING

The role of reporting in an effective OHS management system.

Legal and regulatory requirements for safety reporting and recordkeeping.
Overview of ISO 45001 requirements for documented information.

OSHA recordkeeping concepts and injury and illness logs.

Types of OHS reports and their different users.

Common weaknesses in existing safety reports.

The link between reporting quality and safety culture.

Principles of good template design for safety information.

UNIT TWO: INCIDENT, ACCIDENT, AND NEAR MISsS REPORT TEMPLATES

Definitions of incidents, accidents, near misses, and dangerous occurrences.
Essential data fields in an incident report template.

Designing a simple and fast near miss reporting form.

Capturing injury details, witness statements, and evidence.

Classifying incidents by severity and potential.

Designing accident investigation report formats.

Integrating root cause analysis methods into report templates.

Corrective and preventive action tracking sections.

UNIT THREE: HAZARD, RISK, AND INSPECTION REPORT TEMPLATES

Hazard identification report templates.

Risk assessment matrix and risk register formats.

Job safety analysis (JSA) templates.

Workplace inspection checklists for different work areas.
Permit to work and pre-task safety checklists.

Occupational health monitoring and exposure report formats.
Recording findings, photos, and evidence in inspection reports.

Following up and closing inspection findings.
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UNIT FOUR: SAFETY AUDIT AND HSE PERFORMANCE REPORT TEMPLATES

e Structure of an internal OHS audit report.

e Recording nonconformities, observations, and opportunities for improvement.

e Leading and lagging safety indicators.

e Calculating key safety metrics such as incident rates and lost time injury frequency.
e Designing monthly HSE performance report templates.

e Preparing annual safety performance reports for senior management.

e Using charts and dashboards to present safety data clearly.

e Writing clear executive summaries and recommendations.

UNIT FIVE: IMPLEMENTING, DIGITIZING, AND CONTROLLING OHS REPORT TEMPLATES

e Building a complete OHS reporting template library.

e Document control, version numbering, and approval of templates.

e Moving from paper forms to digital reporting tools.

e Ensuring data quality, accuracy, and confidentiality.

e Training employees to use report templates correctly.

e Encouraging reporting and reducing fear of blame.

e Reviewing and updating templates based on feedback and lessons learned.

e Practical workshop: final review and presentation of participants’ templates.

FAQ:

QUALIFICATIONS REQUIRED FOR REGISTERING TO THIS COURSE?

There are no requirements.

HOWw LONG IS EACH DAILY SESSION, AND WHAT IS THE TOTAL NUMBER OF TRAINING
HOURS FOR THE COURSE?

This training course spans five days, with daily sessions ranging between 4 to 5 hours, including breaks and interactive

activities, bringing the total duration to 20 - 25 training hours.
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SOMETHING TO THINK ABOUT:

If an organization reports fewer incidents after introducing new report templates, how can it know whether the workplace

has truly become safer or whether the new forms have simply made it harder for people to report what really happens?

WHAT UNIQUE QUALITIES DOES THIS COURSE OFFER COMPARED TO
OTHER COURSES?

This training course stands apart because it treats occupational health and safety report templates not as administrative
forms but as practical tools that shape what an organization sees, learns, and acts upon. Many programs explain safety
regulations in general terms, while this course focuses on the exact point where safety information is captured, organized,
and turned into decisions. Participants do not only learn what a good incident report or HSE performance report should
contain; they build these templates themselves, test them on realistic cases, and improve them through peer review and
trainer feedback. The course gives balanced attention to every stage of the reporting cycle, from the first near miss report
written on site to the annual safety performance report presented to senior management. It shows how small design
choices, such as the order of questions, the choice of categories, or the wording of a field, can either reveal root causes or
hide them. Participants also gain insight into the human side of reporting, including why employees avoid reporting and
how a fair, simple template encourages openness. With examples from many sectors, the content is relevant to both
private companies and public institutions. BIG BEN Training Center delivers this program with a strong practical focus,

ensuring that participants leave with a working set of templates and the judgment to keep improving them.
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