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Disclaimer





These example forms, checklists and Hettle Andrews policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 





A Hettle Andrews Model Policy: Accident and Work Related Ill Health Reporting and Investigation





All organisations should include this section in their policy’s arrangements section. Alter and add to this as necessary to reflect the controls in place within your business. Read the Hettle Andrews Guide on Accidents and Incidents for a more detailed review of the subject and the management arrangements required.





Accident and Work Related Ill Health Reporting and Investigation





It is our policy that all injury accidents, however minor, are recorded ___________________ [e.g. within the accident book/on an accident form/ on a database]. Note that if you wish to use your own report form or database, instead of the BI510 accident book, there are requirements for opting out – see the Hettle Andrews Guide on Accidents and Incidents for further details. Staff are instructed in this policy, on starting work with the company.  ��All accidents and incidents are investigated to determine the causes and any actions necessary to prevent a recurrence. Where the accident caused, or had the potential to cause, serious injury, the investigation is conducted by ____________________ [eg a Director, a senior manager independent of the department involved] with the assistance of our Health and Safety Advisor.	��If an employee informs a manager of ill health which the employee believes to be work related, it is investigated in a similar way as other untoward incidents, with occupational health advice being obtained as necessary.





__________________ [name or job title] is responsible for recording and reporting incidents which fall within the recording and/ or reporting requirements of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR). All such incidents and any other incidents of a similarly serious nature are also reported to our insurers.





All accident records and associated information are filed confidentially and retained for ten years.�Note that a minimum retention period of 3 years is required, but longer is advisable. Where the information is recorded electronically, describe how data protection requirements are adhered to.





Accident trends, learning points and the outcome of investigations of serious incidents are discussed at __________________ [e.g. Board meetings/ senior management team meetings]. You should also describe any consultation arrangements e.g. Such information, except for details which would enable the identification of individual accident victims, is also made available to Trades Union Safety Representatives on request and discussed at health and safety committee meetings. Safety Representatives may also review RIDDOR reports subject to permission being given by the accident victim.	�


Note that this policy describes the minimum requirements which a company should instigate. If you experience frequent incidents, you may wish to have a more detailed policy which sets out roles and responsibilities for accident reporting and investigation in more detail and includes forms, investigation procedures and arrangements for logging details and analysing trends. Further information on the subject is provided within the Hettle Andrews Accidents and Incidents Guide or HSE sources.
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