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1. PURPOSE
This policy sets out guidelines and procedures for the reporting and investigation of accidents and incidents involving employees of Tailored Fire & Security Ltd , contractors or visitors. Accidents and incidents must be reported and investigated in order to fulfill legal requirements, ascertain compliance with applicable safety regulations, and assist the company in taking steps to remedy hazardous conditions to prevent recurrence.
The company is subject to the provisions of the Reporting of Injuries, Diseases, and Dangerous Occurrence Regulations (commonly known as RIDDOR)
2. SCOPE
This procedure applies to all employees, visitors and contractors working on company or client premises at which work  or any other company-sanctioned activity is being conducted. It also applies whilst traveling on company business
3. DEFINITIONS
For the purpose of this procedure, the following definitions apply:
Accident 
Undesired event giving rise to death, ill health, injury; damage or other loss. (OHSAS18001:2000, 3.1)
incident 
Event giving rise to an accident or has the potential to lead to an accident.(OHSAS18001:2000,3.6)
(NOTE: An incident where no ill health, injury, damage or other loss occurs is also referred to as a “near miss”. The term “incident” includes “near misses”.) 
injury
an injury arising out of or in the course of an accident, or a disease, suffered by an employee, contractor or visitor as a result of the work environment or activities performed on behalf of the company.
Ill Health
Includes acute and chronic ill health caused by physical, chemical or biological agents as well as adverse effects on mental health.
Occupational disease - 
any abnormal, debilitating condition of the body or mind other than a physical injury arising out of any accident, suffered by an employee, contractor or visitor as a result of the work environment or activities performed on behalf of the company.

Workplace
any place in or at which an employee, contractor or visitor is required to be present in the course of his work for the company.
4. RESPONSIBILITIES
The Managing Director shall:
· Ensure responsibilities and arrangements for recording and investigating all accidents, dangerous occurrences, near misses and cases of work related ill health are clearly defined within the Health and Safety Policy and that adequate resources, including time and training, are provided to ensure these responsibilities can be met. 
Managers shall:
· Report to the Managing Director on matters of health and safety performance and, in particular, will report, at the earliest opportunity, details of any major or significant health or safety incident resulting from the activities of the company, 
· Report, at the earliest opportunity, to the Managing Director details of any accidents involving fatality, major injury or significant damage within their area of control.
· Report relevant Injuries, Diseases and Dangerous Occurrences to the Health and Safety Executive (HSE) and carry out additional investigations of such events, and providing advice on preventative action, as required. 
Supervisors & Foremen shall:

· Report at the earliest opportunity to their manager details of all accidents, dangerous occurrences and near misses and work related ill health

· Ensure that details of all accidents, dangerous occurrences, near misses and work related ill health are recorded and passed on to their manager at the earliest opportunity, along with copies of any statements or reports arising from subsequent investigation.
Employees shall:

· Promptly report all accidents, incidents and work related ill health 
· Co-operate fully in any subsequent investigation 
5. REFERENCES 

· L73 – A guide to the Reporting of Injuries, Diseases and Dangerous Occurrence regulations 

· Data Protection Act
· HS(G)65 – Successful Health and Safety Management
· Accident report form HSF002
6. PERFORMANCE STANDARDS
All accidents will be reported to the office, and enforcing authorities when applicable. An investigation will be undertaken to discover the route cause or causes and preventive actions implemented to avoid a recurrence 

7. APPLICATION
7.1 Statutory requirements

The Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations (RIDDOR) impose statutory duties on the company which arise out of or in connection with the company’s activities.

The Regulations impose upon the company the duty of reporting:
7.1.1 Accidents which involve death or major injury to any person (ref. Appendix 1);
7.1.2 Certain specified dangerous occurrences (ref. Appendix 2);
7.1.3 Injuries to a non-company employee, e.g. contractor, visitor etc. which requires hospital treatment (ref. Appendix 3);
7.1.4 Absence from normal work of a company employee for more than 3 days due to injury at work, excluding the day of the accident but including weekend and holiday periods;
7.1.5 Certain diseases contracted while engaged in specified activities at work (ref. Appendix 4).
· Where 7.1.1 to 7.1.3 have occurred, the relevant Enforcing Authority must be notified by the quickest practicable means and an appropriate from (F2508) submitted within 10 days or the HSE incident centre informed
· Where 7.1.4 has occurred, the Enforcing Authority must as soon as practicable, and in any event within 10 days, be notified by submitting an appropriate from (F2508) or by contacting the HSE incident centre.
· In the case of 7.1.5, notification must take place within 14 days, using an appropriate form (F2508A) or by contacting the HSE incident centre.
7.2 An accident report form ( (Report of an injury, dangerous occurrence or near miss, ref. Appendix 5) must be raised whenever: 
7.2.1 an injury has occurred requiring first aid and/or issue of first aid materials from a first aid kit, e.g. a plaster (not relevant for pre-existing injury sustained outside work activities);

7.2.2 a fire or near miss has occurred;

7.2.3 any RIDDOR reportable injury, disease or dangerous occurrence listed in 7.1.1 to 7.1.5.

7.2.4 A copy of the completed S24 must be retained in a secure location by relevant personnel with defined responsibilities (however named) and the original forwarded to the office at the earliest opportunity.
7.3 RIDDOR reportable injury, disease or dangerous occurrence procedures
7.3.1 Where 7.1.1, .2 or .3 have occurred the office must be contacted as soon as is practicable by telephone (main office number). The office will contact the Enforcing Authority and arrange for the appropriate forms to be submitted.
7.3.2 On receiving a medical certificate confirming an employee has a reportable disease the office will arrange for the Enforcing Authority to be notified, using appropriate documentation.
7.3.3 Accidents resulting in the loss of more than three days, including weekends but excluding the first day of the accident, must be initially reported on an S24 form, and the form forwarded to the office at the earliest opportunity. Office personnel will check on the status of the injured person on or immediately after the forth day to confirm if the accident has become reportable. Appropriate documentation will then be forwarded to the Enforcing Authority within 10 days of the accident having taken place.
7.4 Accident book

In addition to its responsibilities under RIDDOR, the Company also maintains a Premises Accident Record and a Site Accident Record (both maintained by the Managing Director). All accidents must be reported to the appropriate person. 
7.5 Contractors, subcontractors and self employed
Accidents which occur on site must also be reported to the client or main contractor.
Employees of subcontractors should report accidents to their own management since their employer will also have a duty to maintain accident records. 
The person reporting an accident should also take steps to confirm that their report is promptly and correctly recorded in the relevant accident record or books.

7.6 Accident, Dangerous occurrence, Near miss and work related illness investigation.
7.6.1 Following the reporting of an accident, dangerous occurrence, near miss or work related ill health the responsible Manager will carry out an investigation into the cause and to assess the effectiveness of controls detailed in the Health and Safety Policy, risk assessments and   associated procedures. There is no set format for carrying out investigations but the format shown in 8.2 and 8.3 below detail typical areas covered. A copy of the completed S24 report and the findings of the investigation, along with any recommendations for preventive action(s), should be sent to the Managing director.
7.6.2 The responsible manager will carryout investigations into every RIDDOR reportable injury, disease or dangerous occurrence. Areas covered in the investigation will include, where relevant:
· type of accident 

· type of work being carried out at the time of the accident/incident 

· any other related activities, e.g. work being carried out by others 

· relevant workplace conditions, e.g. lighting, access etc. 

· plant/machinery/equipment used 

· materials or substances used 

· PPE used/specified 

· current method statement/procedure 

· deviation from any method statement/procedure 

· status of relevant risk assessment(s) and/or COSHH assessment(s), i.e. are they current (reviewed within past 12 months)? 

· status of training records, i.e. do they cover tasks and when did relevant training last take place? 

· where first aid has been administered, the Manager shall debrief the First Aider to determine the reasons for actions taken.
7.6.3 The conclusions of the investigation should contain: -
· a summary of all evidence 

· an assessment of the adequacy of the management/supervision of the task or activity 

· an assessment of the adequacy of the method statements, procedures and risk assessments 

· estimation of probable cause or causes of the accident or incident 

· recommendations on measures to prevent recurrence, including (re) training, new or revised procedures, substitution etc.

7.6.4 The report, along with supporting documentation, should be submitted to the managing Director, and kept with the S24 and HSE report forms
8. REVIEW
Review of accident, dangerous occurrence, near miss and work related illness report forms can provide valuable insight into the effectiveness of the risk assessments, policies, procedures and training/supervision activities of the company. 
Review of these items, along with the effectiveness of identified corrective actions, should form routine and essential parts of the annual health and safety system review, and should be fixed items on the agenda of the  Safety Committee. 
All reported accidents, incidents and work related illnesses, along with details of any preventative action(s) will be reviewed by the Managing Director.
9. RECORDS
Copies of all accident, dangerous occurrence, near miss and work related illness reports, including subsequent investigation reports shall be retained for a period of not less than 5 years.
Documentation relating to Occupational health issues shall be retained for a period of 40 years.
10. APPENDICES
1. Reportable Major Injuries
2. Reportable Dangerous Occurrences

3. Injuries to non-employees

4. Reportable Diseases
APPENDIX 1
REPORTABLE MAJOR INJURIES (Regulation 2(1), RIDDOR)

· Fracture other than to fingers, thumbs or toes;

· Any amputation
· Dislocation of the shoulder, hip, knee or spine;
· Loss of sight (temporary or permanent);
· Chemical or hot metal burn to the eye or any penetrating injury to the eye;

· Injury resulting from an electrical shock or electrical burn leading to unconsciousness or requiring resuscitation or admittance to hospital for more than 24 hours;

· Any other injury: leading to hypothermia, heat induced illness or unconsciousness; or requiring resuscitation; or requiring admittance to hospital for more than 24 hours;

· Loss of consciousness caused by asphyxia or by exposure to a harmful substance or biological agent;

· Acute illness requiring medical treatment, or loss of consciousness arising from absorption of any substance by inhalation, ingestion or via the skin;

· Acute illness requiring medical treatment where there is reason to believe that this resulted from exposure to a biological agent or its toxins or infected material.

Definitions

Fracture includes a break, crack or chip;

amputation means either traumatic amputation at the time of the accident or surgical amputation following the accident;

requiring admittance to hospital for more than 24 hours includes situations where, had the injured person not already been bin hospital, the injury would have resulted in admission for more than 24 hours;
acute illness means illness which:
· progresses rapidly to a crisis after the onset of symptoms: and 

· has severe symptoms;
medical treatment covers hospital treatment, treatment by a general medical practitioner, or treatment by a firm’s medical and nursing staff;
loss of consciousness means the person enters into a state, for however short a period, where there is a lack of response, either vocal or physical, to people trying to communicate to them;

biological agent is defined in the Control of Substances Hazardous to Health Regulations 1994 as meaning “any micro-organism, cell culture, or human endoparasite including which may have been genetically modified, which may cause any infection, allergy, toxicity or otherwise create a risk to human health” In the context of infection hazards relevant to RIDDOR this will in practice cover bacteria, viruses fungi and parasites;
hypothermia and heat-induced illness includes cases where a person suffers an adverse reaction to intense heat or cold acting on the body(the physical injury) and they require assistance from another person.
APPENDIX 2
REPORTABLE DANGEROUS OCCURRENCES (Regulation 2(1) RIDDOR)
a) The collapse of, the overturning of, or the failure of any load bearing part of any
· lift or hoist; 

· crane or derrick; 

· mobile powered access platform; 

· access cradle or window cleaning cradle; 

· excavator; 

· pile-driving frame or rig having an overall height, when operating, of more than 7 metres; or fork lift truck.

2. The failure of any closed vessel (including a boiler or boiler tube) or of any associated pipe work, in which the internal pressure was above or below atmospheric pressure, where the failure has the potential to cause the death of any person.

3. The failure of any freight container in any of its load-bearing parts while being raised, lowered or suspended.

4. Any unintentional incident in which plant or equipment either – 

· comes into contact with an un-insulated overhead electrical electric line in which the voltage exceeds 200 volts; or 

· causes an electrical discharge from such an electric line by coming into close proximity to it

5. Electrical short circuit or overload attended by fire or explosion which results in stoppage of the plant involved for more than 24 hours or which has the potential to cause the death of any person.
6. Any unintentional explosion, misfire, failure of demolition to cause intended collapse, projection of material beyond a site boundary or injury caused by explosion.
7. Any accident or incident which resulted or could have resulted in the release or escape of a biological agent likely to cause severe human infection or illness.
8. Failure of industrial radiography or irradiation equipment to de-energise or return to its safe position after the intended exposure period.
9. Malfunction of breathing apparatus while in use or during testing immediately after use, where had failure occurred it would have posed a danger to the health and safety of the user.
10. Failure or endangering of diving equipment diving equipment, including lifting equipment, control panels and hoses, the trapping of a diver, an explosion near a diver or an uncontrolled ascent or omitted decompression.
11. The complete or partial collapse of –
a) any scaffold which is – 

· more than 5 metres in height which results in a substantial part of the scaffolding falling or overturning; or 

· erected over or adjacent to water in circumstances such that there would be risk of drowning to a person falling from the scaffold into the water; or

b) the suspension arrangements (including any outrigger) of any slung or suspended scaffold which causes a working platform or cradle to fall.
12. Any unintended collision of a train with any other train or vehicle.
13. Dangerous occurrences in relation to a well (other than a well sunk for abstraction of water).
14. Dangerous occurrences at a pipeline.
15. Failure of any load-bearing fairground equipment, or derailment or unintended collision of cars or trains;
16. A road tanker carrying dangerous substance overturns, suffers serious damage, catches fire or the substance is released;
17. A dangerous substance being carried by road is involved in a fire or released.
18. Any unintended collapse or partial collapse of 
· any building or structure(whether above or below ground) under construction, reconstruction, alteration or demolition which involves a fall of more than 5 tonnes of material; 

· any floor or wall of any building (whether above or below ground) used as a place of work; or 
· any false-work

19. An explosion or fire in any plant or premises which results in the stoppage of that plant or as the case may be the suspension of normal work in those premises for more than 24 hours, where the explosion or fire was due to the ignition of any material.
20. Sudden, uncontrolled release in a building of: 100kg or more of flammable liquid; 10kg or more of a flammable liquid above its boiling point; 10kg or more of flammable gas; or 500kg of these substances if the release is to open air.
21. Accidental release or escape of any substance in a quantity sufficient to cause the death, major injury or damage to the health of any person.
APPENDIX 3
INJURIES TO NON-EMPLOYEES (Regulation 3(1) RIDDOR)
Any injury to a person who is not at work, e.g. a member of the public, must be reported if it:
· results from an accident arising out of or in connection with work; and 

· results in them being taken from the premises where the accident occurred to a hospital, by whatever means (for example, by taxi, private car or ambulance).
“Taken from the site of the accident to hospital for treatment” describes a situation where someone is taken to hospital because it appears that some medical treatment may be necessary. There is no requirement to check that treatment is actually administered by the hospital. The injury must still be reported in cases where the person does not receive treatment.
Examples

A member of the public who, while visiting a factory, was overcome by fumes which escaped accidentally from a process being carried out there.

A member of the public  who was involved in an accident attributable in some way to:

· work organisation (by supervisor); 
· plant; 
· a substance; or 
· condition of the premises
APPENDIX 4

REPORTABLE DISEASES (Regulation 5 RIDDOR)
Schedule 3, Part 1 RIDDOR lists a comprehensive range of reportable diseases and related work activities. An abbreviated list is included in this appendix and further advice can be obtained from the H&S Advisor.
1. Conditions due to physical agents and the physical demands of work:
Skin, bone or blood disorders due to ionising radiation; cataract due to electromagnetic radiation; diseases associated with diving; work related upper limb disorders; bursitis or subcutaneous cellulitis (knee or elbow); carpal tunnel syndrome.
2. Infections due to biological agents 
Anthrax; Brucellosis; Avian or Ovine Chlamydiosis; Hepatitis; Legionellosis; Leptospirosis; Lymes disease; Q Fever; Rabies; Tetanus; any infection reliably attributable to the performance of work involving micro-organisms; live or dead human beings involving exposure to blood or bodily fluids; work with animals or any potentially infected material derived from any of the above.

3. Conditions due to substances
a) Poisoning from:
Acrylamide monomer; arsenic or one of its compounds; benzene or a homologue of   benzene; beryllium, cadmium, or one of their compounds; carbon disulphide; dioxan; ethylene oxide; lead, manganese, mercury, or one of their compounds; methyl bromide; nitrochlorobenzene or a nitro, or amino or chloro derivative of benzene or one of its homologues; oxides of nitrogen; phosphorus or one of its compounds.

b) Cancer of:
Bronchus; lung; urinary tract; bladder; liver; skin; nasal cavity; mesothelioma.

c) Other conditions:
Peripheral neuropathy; chrome ulceration; folliculitis; acne; pneumoconiosis; byssinosis; asbestosis; occupational dermatitis; extrinsic alveolitis; occupational asthma.

These diseases only have to be reported if they are linked to specific work activities.

Risk assessments will indicate the potential for any employee to contact one of these diseases and specialist advice should be sought from the Safety Office and Occupational Health where such risk is identified.
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