Health & Safety Management Arrangements for 

Accident and Incident Reporting and Investigation

 (Including Industrial Injury/Illness)

Introduction

Wirral Council will record and investigate all accidents and incidents, near misses or dangerous occurrences involving our employees, contractors or members of the public visiting our premises. Following our investigation we will take all reasonable steps to make any improvement necessary to prevent a reoccurrence. Wirral Council will also ensure that all staff absent through industrial disease, accident or assault arising out of or in the course of their employment, receive their proper entitlement in accord with the National Agreement on Pay and Conditions of Service Sickness Pay Scheme. All such work related absences will be thoroughly investigated.
Definition(s)

A ‘near miss’ is a similar unplanned event without consequent injury or loss, but which had the potential to do so.

A ‘lost time accident’ is when the injured person cannot carry out their normal work 
‘The RIDDOR Regulations’ are the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 1995; contact your department’s nominated accident and incident co-ordinator (see appendix 1)

Industrial Injury and industrial illness have specific meanings that relate to state benefit payments. For the purpose of these arrangement industrial injury is any work related injury or occupational illness/disease.  A work related injury is caused or exacerbated by the particular work tasks, demands or environment that obtains at work. 

Accident Investigation

There are a number of reasons to investigate accidents and incidents, including;

· To collect information you need to pass on to the enforcing authority

· To identify the cause of the accident and/or incident to stop it happening again

· To get information needed for an insurance claim

· To find out the cost of an accident

Managers responsibilities
It is the responsibility of management to ensure:

· All accidents/incidents/near misses and dangerous occurrences are reported using the accident report form M13 and any necessary improvements are recorded and implemented to prevent a reoccurrence (this should be recorded in section 7 on the M13). Staff who are involved in agile/mobile working should have access to M13 forms for reporting accidents which may occur at home or when away from the workplace

· All reportable accidents are investigated following the incident flowchart (appendix 2) and guidance on levels of investigation. When an accident is reportable under the RIDDOR regulations, the appropriate Health & Safety Officer is informed to assist with a thorough investigation. RIDDOR accidents should only be reported by the department’s nominated accident and incident co-ordinator. (see appendix 1)

· A copy of the accident/incident (M13) is sent to the departments nominated accident and incident co-ordinator (see appendix 1) and the original copy of the accident/incident form is kept on the premises

· The M44 is completed on a weekly basis and the relevant columns are completed to indicate absence for a work related accident or ill health 

The MV92 should be used to report all incidents of actual or threatened violence and where actual physical violence also takes place an M13 must be completed as well.
Employee’s responsibilities 

It is the responsibility of every employee to ensure:

· All accidents/incidents/near misses and dangerous occurrences are reported using the corporate accident/incident form (M13) this includes staff who are involved in agile/mobile working

· Any absence which is attributable to a work related illness or injury is reported to the appropriate manager and recorded on the SD1

· Full co-operation with any investigation into work related illness or injury

Departmental Accident & Incident Statistic Coordinators Responsibilities
It is the responsibility of the departmental accident & incident coordinators to ensure:
· Copies of accidents, incidents and near misses are retained in accordance with the corporate retention policy

· They inform the departmental health & safety officer of any reportable accidents or significant incidents or near misses

· All M13’s are completed correctly, paying particular attention to the action taken by the relevant Manager to prevent a recurrence

Links to other policies & arrangements

These arrangements should be read in conjunction with;

· Council Health and Safety Policy, which identifies the roles and responsibilities of all employees and managers

· Arrangements for referral to Occupational Health Unit

· Health & Safety Management Arrangements for First Aid 

· Health & Safety Management Arrangements for Risk Assessment

· Health & Safety Management Arrangements for Agile Working

· Absence Management

Links to other documentation 

M13– Accident/Incident Reporting Sheet

M13a – RIDDOR reportable accident/incident investigation form 

SD1 - Sickness Declaration Form 

M44 – Employee absence form

M44G – Employee absence guidance note
Accident Incident Investigation Guidance

Industrial Injuries Procedure

Managers and Employee Guidance

It is the responsibility of Managers and employees to ensure any absence as a result of a work related injury is recorded. It is the Managers responsibility to ensure:
· Each employee completes an SD1 form for each period of absence. Anyone declaring an industrial injury must state this on the SD1 form.

· Any absence that is declared to be work related must be investigated appropriately (see appendix 3). If the absence is related to an accident at work it should be fully investigated

· An M44 form is completed appropriately for the section. This will identify that a particular period of absence has been confirmed as work-related. 
· If a manager is told that a period of absence is work-related at any time after receiving the SD1 the investigation above must be initiated

Appendix 1 

The table below identifies who is each department’s accident & incident statistic coordinator. All accident forms should be sent to the people below. 

	       Department
	        Name
	          Location
	  Contact Number

	Corporate Services & 

Law, HR & Asset Management
	Pam Wright
	Wallasey Town Hall
	691 8240

	Children & Young Persons 
	Rosslyn Davies
	Hamilton Building
	666 5611

	Dept of Adult Social Services
	Kevin Wilson


	  Westminster House


	666 5081



	Finance 
	Gareth Roberts
	Cheshire Lines Building
	606 2515

	Leisure, Parks and Gardens, Libraries, community patrol
	Ally Noonan
	Westminster House
	666 4721

	Technical Services
	Helen Pedder
	Cheshire Lines Building
	666 2377
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                          Wirral Council Accident and Incident Investigation Guidance

Accidents and Incidents should be investigated to identify the cause and so that they can be prevented from happening again, not to attribute blame. However, if you can only investigate as far as the immediate causes, there’s a much higher likelihood that it will happen again.
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Appendix 3

To determine whether an absence can be confirmed as work-related the investigator will take into account the following factors:

Does the worker actually have an injury or illness? It may be relatively easy to confirm a physical injury but in case of doubt or if an illness is claimed a referral to Occupational Health via the Departmental Absence Co-ordinator may be appropriate. Our Stress Policy states that in every case a worker claiming stress, work related or not, must be referred to occupational health.

· Did the accident/incident occur in work?

· Where the activities, which led to the incident work related

· Was the employee authorised or instructed to undertake the activities, which could have led to the accident/incident

· Where there any witnesses

· Were there any visible signs of injury or illness to the employee?

· Does the injury or illness prevent the worker carrying out work? 

· How the illness or injury was caused and is it possible to identify the existence of those causes at the workplace? 

· If the causes can be identified at the workplace is it likely that the employee was exposed in a manner and/or to a degree that injury or illness would arise?

· If the answer to each of these questions is yes then work-related injury or ill-health can be confirmed. Managers should be assured that confirming an absence as work-related will not infer any liability on behalf of the Council.

   Ensure the well being of the injured person 





Contact the Health, Safety & Resilience Team on 606 2071





     NO





   YES








Is the accident/incident reportable under the Reporting of Incidents, Diseases and Dangerous Occurrences Regulations 1995 � HYPERLINK "http://www.hse.gov.uk/riddor/" �RIDDOR Regulations�) e.g. Major injury, absent from work for 3 days or more  








          Preserve the scene for investigation





DON’T KNOW or NOT SURE





Complete the � HYPERLINK "http://10.107.1.50/Personnel/Forms/m13.doc" �M13� and send to the departmental accident and incident co-ordinator and inform the following people by telephone:


Line/Senior management


Health & Safety (contact immediately on 606 2071) 


Departmental Accident & Incident 


      Co-ordinator (see appendix 3)


Injured Persons Family if necessary


Safety or Employee Representative


                                                         





Complete the � HYPERLINK "http://10.107.1.50/Personnel/Forms/m13.doc" �M13� and keep the original copy on site. A copy should be sent to the departmental accident/incident co-ordinator for statistical records





Investigate the incident thoroughly with the help of the injured person (if possible). Identify the causes and review relevant risk assessments to check the risk control measures were followed.





Assemble the Investigation Team consisting of: 


Someone familiar with the work location


Line/ Senior manager with authority or influence


Departmental Health & Safety Officer


Employee representative


Person involved in accident (if possible)





The level of investigation is determined by the likelihood of a reoccurrence and the potential worst consequences of the undesired event.  


Sharing the findings is as important as ensuring the quality of the investigation.


We must learn from past experiences.


 








Investigate using a structured approach:


Gather information (interviews, photos etc), analyse findings and review current risk controls


How the event happened, what was being done at the time, any abnormal working conditions.


Were safe procedures being followed, the nature of the injuries, how did the injuries occur?


How well known was the risk and were control measures adequate?


The workplace layout and materials in use.


Whether maintenance and cleaning were good enough


Are the people involved competent 


Create an action plan (see M13A)
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