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Flow Chart 1: For ‘Reporter’ of incident  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
All mandatory fields marked * must be completed by reporter to submit a form. 

Does the Reporter have electronic access to the intranet ? 

Yes 
No 

Complete FRM1373 which 
is hard copy of the incident 
form. 

Then send immediately to 
HR Direct. 

On receipt the information 
will be put on the 
electronic system. 

Open up Datix Application Browser from system links available on NHSBT 
main page. (No log in details are required for an incident). 

Insert date, time, place and action taken  

Add details of person injured and any injuries (if applicable) 

Confirm if there were any 
witnesses  

If yes this section opens for 
use.  Add all witnesses. 

Add description of incident using IP for Injured Person and PI 
for Person Involved. 

‘Health and Safety’ Incident will be selected, amend if necessary 

Select Incident Category type (DAT668 will assist you here)  

Confirm if reporter is different 

Once accepted onto the system, the Datix screen confirms to the reporter the reference number and that an e-
mail has been sent to the relevant line manager for review / action. 

Add additional details when drop down boxes appear for:   
Sharps / Blood Contact,  Equipment, Road Traffic Accidents 

This option is 
only for mobile 
BD Teams 

If yes this section opens for 
use.  Add details. 

Attach any documents required 

Insert department information and your managers name 

Confirm this is a true reflection of the circumstance 


