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Accident recording and reporting 
guidance FHS 119 guide


Legal requirement

· Social Security (Claims and Payments) Regulations 1979 – Regulation 25.
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
2013 (RIDDOR).
· Management of Health and Safety at Work Regulations 1999 (as amended 2003) Regulation 5 - duty to plan, organise, control, monitor and review health and 
safety arrangements.

Summary

Accident recording

An accident or incident can be defined as an unplanned, uncontrolled event which has led to, our could have led to a fatality, injury, property damage or no identified loss – referred to as a near miss. Violence at work must also be considered and is defined as ‘any incident in which a person is abused, threatened or assaulted in circumstances relating to their work’. 

Employers are required to keep a record of accidents at premises where more than ten persons are employed. It is though good practice to record all accidents irrespective of the number of employees and also to encourage near miss reporting.
Anyone injured at work is required to inform the employer and record information in an accident book including details of how the accident happened.

The employer is required to investigate the cause of the accident and record details including any differences to the account of the injured person in the accident book. 

The accident book may be either in the form of accident book BI 510 produced by the health and safety executive (HSE) or it may be an on-line record that collects and retains all relevant data. QED can provide access to an on-line recording system.

Accident reporting

RIDDOR requires employers and the self-employed and those in control of premises to report certain accident, ill-health, and incidents to the HSE as follows:
· death or major injuries;
· over seven days incapacity from work, (records to be retained when exceeding 
three days);
· reportable work-related diseases;
· dangerous occurrences;
· violent incidents.
The reporting process includes informing the reporting authority without delay by the quickest practicable means e.g., the telephone for death, major injury or dangerous occurrence and submitting a formal report for these. Where a person is absent from their normal work for more than seven days or there is a reportable disease, a report must be made within ten days. HSE Form 2508 is to be used for accidents or dangerous occurrences and form 
2508A for reportable diseases.

Reports can be made to a central national system known as the incident contact centre.

The incident contact centre can be contacted via:

telephone: 

0345 300 9923

internet: 

go to www.hse.gov.uk/riddor and complete the appropriate online report form.
The form will then be submitted directly to the RIDDOR database.
 You will receive a copy for your records.

for guidance: 

0300 003 1747
Accident reporting and recording procedure

1
Purpose

This document establishes (THE COMPANY) processes and responsibilities in the reporting, recording and investigation of:

· accidents and dangerous occurrences;
· occupational ill-health and disease;
· physical assault of employees whilst at work;
arising from [company name] activities.

2
Introduction

The Company is committed to identifying and addressing the causes of accidents, dangerous occurrences, ill-health, occupational disease, and physical assault whenever any of these events or conditions arises from its business activities.

The Company also has a duty to notify the appropriate enforcing authority, if any of these events or conditions is of a type identified by RIDDOR. There is also a requirement to record all workplace accidents to individuals. 

3
Scope

This policy and supporting process applies to all occupational health and safety accidents and incidents resulting out of business activities.

4
Policy

It is the Company policy that all:

· accidents and dangerous occurrences;
· occupational ill-health and disease;
· physical assault of employees whilst at work;
are reported and recorded in accordance with the section five of this document and that an appropriate investigation is undertaken.
5
Reporting

5.1
Reporting accidents, near-misses, fires and dangerous occurrences

All accidents, near misses, fires and dangerous occurrences arising from activities undertaken by, or on behalf of, The Company must be reported to ??????????? department.
The ????? department will record the details of the accident or incident being reported in the accident book/accident report system and shall if appropriate contact the enforcing authority by telephone and or by online submission of form F2508.

Note: road traffic accidents occurring whist at work should only be reported using this process if personal injury is involved.
Note: this reporting requirement includes all accidents or incidents involving visitors, contractors or members of the public injured as a result of OUR 
work activity. 

5.2
Reporting occupational ill-health

Any condition or disease considered to arise from working should be reported to the ????? department. Appendix A details those diseases which are reportable. This requirement will be notified to the company by a medical practitioner.
The ?????? department will record the details of the ill-health or disease and shall if appropriate contact the enforcing authority by telephone and or by online submission of 
form F2508.
5.3 Reporting to the enforcing authority

RIDDOR requirements for accidents, dangerous occurrences, and diseases
Accidents

	Accident type
	RIDDOR action

	Death or major injury

If an accident occurs at work and 

· an employee or self-employed person working on the premise is killed or suffers major injury (see appendix A);
· a member of the public is killed 
or taken to hospital.

	[Name of responsible person] or someone on his behalf will notify the enforcing authority without delay by telephone and will pass details of the company and the injured person(s) and the circumstances of the accident and will within ten days contact the incident report centre by completing online Form 2508 (see appendix A).



	Over seven-day lost time injury
If an accident occurs at work (including physical violence) and an employee, or self-employed person working on the premises, suffers an injury and is away from work for more than seven days (including weekends, rest days or holidays) but not counting the day of the accident.
	[name of responsible person] will complete online, Form F2508 within 15 days.


Dangerous occurrences
	Dangerous occurrence type
	RIDDOR Action

	Any dangerous occurrence listed in 
appendix A that has not resulted in injury.
	[Name of responsible person] will report the incident immediately to the incident contact centre by completing online, 
form 2508 within ten days.


Dangerous occurrence

If an incident occurs and does not result in injury but is defined as a dangerous occurrence, then
Reportable disease

	Disease type
	RIDDOR action

	If a doctor notifies the company 
that an employee suffers from 
a work-related disease.
	[Name of responsible person] will contact the incident contact centre by completing online form 2508.



All RIDDOR reportable Items are to be sent to the incident contact centre. The routes to communicate with the incident contact centre are as follows:
telephone: 

0345 300 9923

internet: 

go to www.hse.gov.uk/riddor and complete the appropriate online report form.
The form will then be submitted directly to the RIDDOR database.
 You will receive a copy for your records.

For guidance: 

0300 003 1747
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APPENDIX A

RIDDOR reportable injuries

For an injury to be reportable under RIDDOR, it must satisfy certain criteria.

1. The accident must be RIDDOR reportable.
2. The injury must be RIDDOR reportable.
Firstly, the injury must be the result of a RIDDOR reportable accident. This means that 
the accident causing the injury must be work-related. Accidents outside of work are not reportable. In relation to RIDDOR, an accident is defined as a separate, identifiable, unintended incident, which causes physical injury.

So, an injury or illness resulting in time off work in itself is not reportable unless there is 
an identifiable event that caused the injury, for example lifting a heavy object, or an object striking someone.

Once established that a work-related accident has resulted in an injury, there are then several types of reportable injuries under RIDDOR.

· Deaths.
· Major injuries.
· Seven-day injuries.
· Injuries to the public.
Where injuries are reportable, the HSE must be notified by the appropriate means, usually 
via the online form. In some cases, the report may be made via telephone. 

Deaths

Fatalities at work are almost always going to be RIDDOR reportable. 

Where any person dies as a result of a work-related accident, the responsible person must telephone the incident contact centre immediately and thereafter report as soon as possible 
in writing using the online the reporting procedure.

All deaths to workers and non-workers arising from a work-related accident are reportable under RIDDOR. This also includes deaths that occur within one year following an accident 
at work, where this the cause of death. 

For example, if someone hit their head at work, and are sent to the hospital, this might 
be reported as a major injury. If they later die from their injury, then this would need to be reported again as a work-related fatality under RIDDOR.

Major injuries

Major injuries that happen at work are reportable under RIDDOR. The types of injuries include fractures, amputations, serious burns, and loss of consciousness.

The RIDDOR includes a list of specified injuries that need to be reported as major injuries. 

a. Bone fractures (other than to fingers, thumbs, and toes).
b. Amputation of arm, hand, finger, thumb, leg, foot, or toe.
c. Any injury causing permanent blinding or reduction in sight to one or both eyes.
d. Any crush injury to the head or torso causing damage to the brain or internal organs.
e. Any burn injury covering more than 10% of the body or causing damage to the eyes, respiratory system, or vital organs.
f. Any scalping requiring hospital treatment.
g. Loss of consciousness caused by head injury or asphyxia.
h. Any injury from work in an enclosed space leading to hypothermia or heat-induced illness, or requiring resuscitation or admittance to hospital for more than 24 hours.
Injuries lasting more than seven days

RIDDOR also requires seven-day injuries to be reported. This means that you need to report injuries resulting in a person being off work (or unable to perform their normal work duties) for more than seven consecutive days.

Where any person at work is incapacitated for routine work for more than seven consecutive days (excluding the day of the accident) because of an injury resulting from an accident arising out of or in connection with that work, the responsible person must send a report to the relevant enforcing authority in an approved manner as soon as practicable and in any event within 15 days of the accident.

More time is allowed for these instances as organisations are unlikely to know for sure until seven days after the accident. However, they should report as soon as possible, for example, if they get a doctor’s note earlier, or it is fairly obvious they will be off work for a while.

Injuries to members of the public

If a member of the public is injured as a result of your work activities, and they get taken to hospital for treatment, this needs to be reported under RIDDOR. It does not need to be a major injury, with members of the public, reporting requirements apply to any injury.

This only applies where there is an injury, and the person is taken to the hospital to treat that injury. There is no need to report incidents where people are taken to hospital purely as a precaution when no injury is apparent.

RIDDOR Reportable Diseases

Certain diseases are also notifiable and must be reported under RIDDOR. Employers and self-employed people must report diagnoses of certain occupational diseases, where these are likely to have been caused or made worse by their work. 

Reportable diseases under RIDDOR include occupational dermatitis, hand-arm vibration syndrome, occupational cancer etc.

· Carpal tunnel syndrome from use percussive or vibrating tools.
· Cramp in hand or forearm from prolonged periods of repetitive movement of fingers, hands, or arms.
· Occupational dermatitis from exposure to known skin sensitisers or irritants.
· Hand arm vibration syndrome from regular use of percussive or vibrating tools 
or materials.
· Occupational asthma from exposure to respiratory sensitisers.
· Tendonitis or tenosynovitis in the hand or forearm from frequent 
repetitive movements.
· Diagnosis of cancer attributed to occupational exposure.
· Any disease attributed to occupational exposure to a biological agent.

RIDDOR reportable dangerous occurrences

Several types of dangerous occurrence require reporting in circumstances where the incident has the potential to cause injury or death, such as the collapse of lifting equipment or scaffolding, unintentional explosions, accidental release of hazardous substances or 
gas, accidental contact with overhead power lines etc.

· Collapse, overturning or failure of any load-creating part of lifting equipment.
· Failure of any closed vessel or associated pipework forming part of 
pressure systems.
· Contact or electrical discharge between overhead electric lines and plant 
or equipment.
· Electrical incidents causing explosion or fire resulting or stoppage of plant for more than 24 hours or significant risk of death.
· Unintentional explosion or ignition of explosives, including misfires and failure of shots to cause a demolition.
· Any accident or incident that results of could have resulted in the escape of high-risk biological agents.
· The malfunction of radiation generators and radiography equipment.
· The malfunction of breathing apparatus with a significant risk of personal injury.
· The failure, damage or endangering of life or significant risk of personal injury during diving operations.
· The complete or partial collapse of scaffolding.
· Train collisions which could have caused death or specified injury of any person.
· A blow-out, unanticipated detection of hydrogen sulphide, mechanical failure, or additional precautionary measures in relation to wells.
· Any damage to, uncontrolled release, failure of isolation or failure of equipment in pipelines or pipeline works.
There are also some extra dangerous occurrences that need to be reported when working in a mine, quarry, railway and transport systems and offshore workplaces. These can be found in schedule two of the RIDDOR regulations. 
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