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Introduction

In line with the Safety Representatives and Safety Committees Regulations 1977, safety representatives are required to record and draw the employers’ attention to unsafe and/or unhealthy conditions.  The Health and Safety Office in conjunction with the Trades Unions have drawn up a report form to be used by all trade union safety representatives.
The Safety Representative Report Form is to be completed by Trade Union Safety Representatives upon identification of any hazard, incident or complaint.

The procedure upon completion of the form is:

· Send to the Health and Safety Office, 1-9 Old Park Hill or via email to Bristol-safety@bristol.ac.uk 

· Once received by the Health and Safety Office they will send a copy to the Chair of the Joint Unions Safety Committee

· The Health and Safety Office will lead the response

· Keep a copy of the report form for your own records

· A response can be expected from the Health and Safety Office within 2 weeks of receipt of this form

If any serious matters that pose an immediate threat to health and safety are identified the Health and Safety Office must be informed as soon as possible.  If you have any queries regarding completion of this form please contact the Health and Safety Office on 928 8780.
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	SAFETY REPRESENTATIVE REPORT FORM

	
	

	Name:    
	Date:    

	Department:    
	Contact Details:    

	Other Information:    


	Instructions

	Any hazard, incident or complaint identified should first be brought to the attention of the person responsible i.e. Head of Department, Supervisor or Departmental Safety Advisor (DSA) so that they may action an immediate solution.
If it is a serious issue you should immediately contact the Health & Safety Office (92 88780) before submitting this form.



	LOCATION OF HAZARD / INCIDENT / COMPLAINT / OBSERVATION:

	

	DETAILS OF HAZARD / INCIDENT / COMPLAINT / OBSERVATION:

	



	

	(    Please send to Health & Safety Office, 1 – 9 Old Park Hill or Bristol-safety@bristol.ac.uk
(    The Health & Safety Office will send a copy to the Chair of the Joint Unions Safety Committee.
(    The Health & Safety Office will lead the response.

(    Please download / save a copy for your own records.

(    A response can be expected from the Health & Safety Office within 2 weeks of receipt of this form.
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