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FURTHER ADVICE ON WHAT TO INCLUDE IN YOUR INCIDENT NOTIFICATION E-MAIL TO THE FSA IN ENGLAND, NORTHERN IRELAND AND WALES. 
We have simplified our approach and now request that all incidents are reported to the FSA via email to one of our new email addresses:  
England		FSA.Incidents@food.gov.uk 
Wales    		FSA.IncidentsWales@food.gov.uk 
Northern Ireland	FSA.IncidentsNI@food.gov.uk 
 
There are 5 areas of information required and this document provides guidance on what to include in each of these areas: 
1. Name of the business involved and their full postal address.   
Include the full business name, full postal trading address, and details of any other sites affected (local, national or international). Any named individuals that are known to be involved in incident management and their contact details (telephone and email). 
2. A brief description of the investigation to date, as a minimum provide the product details, quantities affected, any hazards identified. If available, include distribution lists (with full postal address) and traceability information and any relevant photographs. 
What is alleged to have happened, how serious is the incident and what has your investigation discovered so far? Helpful information to include would be: 
Product: type and name of product, brand name, country of origin, durability date, type of packaging, any precautionary allergen labelling. Any photos/information of the product especially any labelling that shows ingredient lists, cooking/freezing instructions and any special notices such as product not suitable for freezing. 
Quantities: how much product / what are the pack sizes / what batch numbers are affected / how much has reached the final consumer and what has been withdrawn from sale. 
Hazards: what caused the contamination, did it result in clinical illness and what was it, where there any deaths, how was the hazard identified and what samples were taken, when and what laboratory competed the analysis. 
Distribution / traceability: was the product supplied to another business and if so who, when and what is the current status of the product. Additionally is there any information relating to imports, manufacture and distribution that you can share.  
3. Provide a summary of action taken and if available the result of any root cause analysis carried out. 
What have the FBO, LAs done – who have they told and what has happened to the product, has the root cause analysis been concluded, detention or product withdrawal notices served. 
4. Details of any specific advice you need from the FSA  
It is important to detail why you need this advice as well as what you are requesting, for example is risk management advice required and why 
5. Confirmation of the relevant out of office contact details  
We may need to contact you outside of normal office hours please ensure that your email contains all your contact details (normally contained within your email signature) and you highlight the out of hours contact details.  
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