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List of Documents Needed in Case of a Legal Claim

	Name: 
	Workplace:   

	Job Title: 
	Incident Date:  


Following an accident or violence & aggression incident where the Council could potentially be at fault, managers should prepare in case there is a legal claim. The following documents, in place at the time of the incident and relevant to the incident, should be copied, collected together (if they are available) and kept in a safe place.  Use this document as a checklist. 
Claims can be made up to 3 years following the incident (or in the case of a child, 7 years after their 18th birthday).
	Copy of the incident  record 
	

	
	

	Copy of any risk assessments relevant to the incident e.g. Job/ task risk assessment; COSHH assessment; manual handling risk assessment; DSE assessment.
	

	
	

	Copy of any risk assessment completed, or amended, as a result of the incident
	

	
	

	Copy of any information provided to employees as identified by the risk assessment e.g. information or instruction documents given to staff for work equipment involved in the incident 
	

	
	

	Copy of First Aid record and / or any report or notes written by any First Aider who attended the injured person
	

	
	

	Copy of any union safety representatives notes or reports on the incident
	

	
	

	Copy of the injured employees training record
	

	
	

	Copy of any repair and maintenance records and / or any schedule of maintenance for any equipment/premises involved in the incident
	

	
	

	Copy of any housekeeping or cleaning records relevant to the incident
	

	
	

	Copies of any manufacturer’s instructions relating to any work equipment involved in the incident regarding where and how it should be used
	


	Any other documents relevant to the incident (please specify): -
	


___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________
If you receive a solicitor’s letter about an incident, please send it, with all the relevant documents, directly to 
City of Bradford Met. District Council 
Insurance Section
Department of Corporate Resources
Britannia House
Bradford
BD1 1HX
Email: insurance@bradford.gov.uk 
NB. Schools that do not insure through the council should send the letter and documents to their own insurance company.
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