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Accidents Policy and Procedures 

Accident, Incident and Ill-Health Recording, 
Reporting and Investigation 

This policy sets out the procedures that are to be followed when an employee, visitor or contractor 
has an accident, near miss or dangerous occurrence on the company’s premises during the course of 
their employment. 

This will also apply to visitors who are members of the public and are therefore not at work.  In 
addition, employees who develop a work-related illness must also report via these procedures. 

Definitions: 

An accident is an unplanned event that causes injury to persons, damage to property or a 
combination of both. 

A near miss is an unplanned event that does not cause injury or damage but could do so. 

A work-related illness is a prescribed illness that is obtained by an employee through the course of 
work or from a non-employee as a result of activities carried out by the company. 

The Accident Book 

All accidents resulting in personal injury must be recorded in the company’s Accident Book. 

The Accident Book will comply with the requirements of the Data Protection Act. 

The Accident Book will be reviewed regularly by senior management to ascertain the nature of 
incidents that have occurred in the workplace.  This review will be in addition to any investigation of 
the circumstances surrounding each incident. 

All near misses must also be reported to management as soon as possible so that action can be 
taken to investigate the causes and to prevent recurrence. 

Employees must ensure that they are aware of the location of the Accident Book. 

Reporting Requirements 

Certain accidents causing injury, both fatal and non-fatal, certain occupational diseases and certain 
dangerous occurrences are reportable to the Enforcing Authority under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR). 

The following events must be reported to the Health and Safety Executive: 

• A death 
• A specified injuries as detailed in regulation 4 

Injuries that lead to a worker being incapacitated for more than seven consecutive days as the 
result of an occupational accident or injury (not counting the day of the accident but including 
weekends and rest days) must also be reported within 15 working days using the Health and Safety 
Executive (HSE) website. 
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You must also keep a record of an accident if the worker has been incapacitated for more than three 
consecutive days.  If you are an employer, who must keep an accident book under the Social 
Security (Claims and Payments) Regulations 1979, that record can be treated as a record for the 
purposes of RIDDOR. 

Contact details for the Health and Safety Executive are: 

Tel:  0845 300 9923 (Monday to Friday 08:30 to 17:00) 

Website:  www.hse.gov.uk  

For further advice on injuries, diseases or dangerous occurrences requiring notification, please 
contact the Ellis Whittam Advice Line. (Tel: 0845 226 8393) 

The completed report form sent back by the HSE should be kept with the other accident records and 
documents; this will confirm the notification has been made. 

Accident report, completed notification form and investigation notes, witness statements and 
photographs are to be kept on file to advise the insurers of a potential claim and to present to the 
Enforcing Authority in the event of an investigation. 

Records are to be kept for 3 years from the date of the incident. 

Investigation 

All injury related accidents that are either notified to the Enforcing Authority, where a serious injury 
and minor injuries have  occurred will be investigated: 

• To ensure that all necessary information in respect of the accident or incident is collated 
• To understand the sequence of events that led to the accident or incident 
• To identify the unsafe acts and conditions that contributed to the cause of the accident or 

incident 
• To identify the underlying cause that may have contributed to the accident or incident 
• To ensure that effective remedial actions are taken to prevent any recurrence 
• To enable a full and comprehensive report of the accident or incident to be prepared and 

circulated to all interested parties 
• To enable all statutory requirements to be adhered to  

The investigation will include obtaining signed witness statements, photographs and drawings as 
appropriate. 

 

 

 

Signed:    Date: January 2020 

  Mark Henderson 
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