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ERP Incident Form 

 Line Manager – Authorisation 

 

If you are a line manager or designated to authorise Incident Forms, then you will receive a task through the ERP if a 

member of your staff reports an incident.  

 

You will need to click on the “LM Approval” task to access the completed form. 

 

 

Once you have accessed the form, check through all the details on the “Incident Details” tab: 

• If you are not happy that the form has been completed correctly or with enough detail, you need to “Reject” 

the form so it will workflow back to the staff member who made the report so they can add additional detail.  

 

• If you are happy with the “Incident Details” click on the “Authorisation” tab. 
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A different screen will open up and you have 3 actions to complete.  

 

 

1. Complete the Further Details box to confirm what action has been taken or is planned to prevent a recurrent 

of the incident.  If you believe no further action is needed, please state that. 

2. Also make sure you answer “Yes” to the authorisation statement to confirm that you have read through and 

agree with the incident details  

3. Add in the date and approve.   

 

The form will then go to the H&S Team.  If you haven’t completed these 3 Authorisation steps the form will be 

sent back to you. 

 

 

 

 

 

 

 

 

 


