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Checklist for Writing Engaging
Health and Safety Management Reports

Key areas to consider in your reports:

Understand Your Audience Incident Analysis

Identify the primary audience: Summarise incidents, including root
executives, line managers, or frontline cause analysis and corrective actions.
employees.

Emphasise the importance of reporting

Tailor IOngUGge and eXOmpIeS to near misses and hazards.
resonate with your audience’s needs and

expertise. Provide data on reports received and
actions taken.

Clear Structure

Training and Education

Use a logical structure with headings

and subheadings for clarity. Report on health and safety training
programs:

Break down information into digestible
sections to improve re(]d(]b”lty Number of employees trained.

Executive Summary Topics covered.

Include a concise overview of key Upcoming trqining initiatives.
findings and recommendations.

Highlight Successes and Improvements

Highlight the most critical health and
safety issues and proposed actions. Celebrate achievements and
improvements in health and safety.

Use Data and Statistics

Show the effectiveness of existing safety
Support points with relevant data and measures.
statistics.

Compliance with Regulations

Include visual aids (graphs, charts) to
illustrate trends or focus areas. Clearly outline compliance with relevant
health and safety regulations.

Risk Assessment

Provide Actionable Insights

Outline identified risks and their potential

impacts. Offer practical solutions alongside
presenting problems.

Detail mitigation measures and propose

additional actions if required. Propose clear steps for improvement and
outline benefits.
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Include Real-life Examples

Use case studies or real-life examples to
illustrate key points.

Engaging Language

Write clearly and concisely, avoiding
unnecessary jargon.

Use accessible language for a wide
audience.

Visual Appeal

Enhance the report with visually
appealing elements:

Images and colour schemes.

Interactive Elements (Digital Reports)

Use hyperlinks, interactive graphics, or
videos for enhanced user experience.

Regular Updates

Provide monthly summaries, incident
reports, or updates on safety measures.

Benchmarking

Compare performance with industry
standards to provide context.

Future Plans and Recommendations

Include future plans for health and safety
improvements.

—— Base recommendations on the analysis of
current performance trends.
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