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Accident Reporting Guidance

Location: Velocity Tower, St Mary’s Gate, Sheffield
PAP: Sheffield One Ltd — stephen.allsop@select-group.ae
Managing Entity Accountable Person (AP): Mason Owen

Introduction

This guidance document is designed to assist and provide further direction in conjunction
with the accident and incident investigation procedure at Velocity Tower.

Completing the Form

When completing the form, ensure to use a unique reference number specific to the
investigation. The person conducting the investigation may differ from the person who
reported the accident, especially if it was a member of the public. However, the reporting
person can also be the investigator.

This form should be used for property-related incidents such as the failure of bellows, a fire
in a residential flat, personal injury, or near misses. If the affected person is a tenant, they
are considered amember of the public. When reporting an incident involving atenant, clarify
that they are both a member of the public and a tenant.

Immediate Causes

An immediate cause is the apparent cause of the accident. For example:

e |f a person trips over a broken and raised paving slab, the immediate cause is the
raised paving slab.

o [f apersoninjures themselves lifting a heavy box, the immediate cause is the lifting of
the heavy item.

Identifying the immediate cause is important, but it is rarely the only cause. Further
investigation into underlying or root causes is necessary.

Underlying Causes / Root Causes
An underlying cause, or root cause, is one of usually multiple factors that create the
environment for the accident or incident. For instance, a lack of a system to inspect or
maintain equipment can lead to equipment failure. If a maintenance system were in place,
the incident might have been prevented.
Examples of underlying factors include:

e Failure to maintain equipment

e Excessive workload

e Lackoftraining

e Poororlack of supervision
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e |nadequate safety systems or work instructions

e Failure to communicate risks

To identify underlying causes, ask why repeatedly (e.g., Why did the equipment fail? Why
was there no maintenance?).

Collection of Evidence

Collecting evidence of both the cause of an accident and the adherence to proper
procedures is crucial. For instance, if someone is injured by a lift, collect evidence of lift
maintenance and any misuse (e.g., CCTV footage).

Examples of evidence to collect include:
e Photographs
e Witness statements (using the witness statement form)
¢ Maintenance records
o Weather conditions (if relevant)
e Plans or maps of the area
¢ Maintenance agreements or contract extracts
e CCTVrecordings
e Measurements (e.g., fall distances)
¢ Risk assessments and method statements
e Training records
Witness Statements

Witness statements should be obtained from anyone who witnessed the accident or its
immediate aftermath. These statements can provide valuable insights into the causes and
effects of the incident. If there are many witnesses, a representative sample may suffice
unless more statements are necessary for a clear understanding.

Statements should be collected as soon as possible to prevent 'collaborated evidence' due
to people discussing the event. The forms can be passed to witnhesses to complete
themselves.

Photographs

Photographs should be taken as soon as possible to preserve evidence of the scene.
Photographs of the usual condition of the area or item involved can also be helpful.

Weather Conditions
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While not always relevant, weather conditions can significantly impact an accident or
incident. A simple statement of the weather conditions at the time can provide context (e.g.,
heavy rain, clear day).
Writing the Investigation

Be factualinyour report. Avoid assumptions and ensure that any statements or opinions are
clearly attributed to the person who made them. Reference any documented evidence
directly (e.g., "Service record xxxxx from contractor x shows the machine was last serviced
on dd/mm/yy").
Using bullet points can be effective for highlighting key points and summarizing findings.
Reportable Accidents (RIDDOR Reportable Incidents)
Certain types of accidents must be reported under legislation. These include:

o Fatalities

e Specified injuries to employees (e.g., fractures, head injuries)

e Over 7-day injuries (where an employee is absent or unable to perform normal duties
for more than 7 consecutive days)

e Occupational diseases (e.g., contact dermatitis)
e Dangerous occurrences (e.g., failure of a pressure system)
e Members of the public taken to hospital via ambulance

A flow diagram provided in Annex A and B can help determine if an accident or incident is
reportable and specifies the reporting time frames, which must be strictly adhered to.



If the injury sustained falls under the following
categories, it is likely to be reportable and Health &
Safety must be informed:

- Fractures, other than to fingers, thumbs and toes
amputations

- Any injury likely to lead to permanent oss of sight
‘or reduction in sight

- Any crush injury to the head or torso causing
damage to the brain or internal organs

- Serious bums (induding scalding) which:

- covers more than 10% of the body;

- causes signifi@nt damage to the eyes, respimtory
system or other vital organs

- Any scalping requining hospital reatment

- any boss of conscigusness caused by head injury or
asphyda

- anvy other injury arising from working in an
endosed space whidh:

- leads to hypothermia or heat-induced ill ness

- requires resusdtation or admittance to hospital for
muore than 24 hours

These reports must be made within 10 days of
notifiction of the accident

Has the incident
aident resulted in
death?

|

EMD

Has the injured
person been off
work
for more than 7
conseoutive days?

If you are notified that an employee is suffering from
the following conditions related to their work, it is
likely to be reportable_ The report must be mada
immediately upon notification of confirmation of
the ocouspational disease.

* carpal tunnel syndrome

*seyere cramps of hand or forearm

*Hand-arm vibration syndrome

* Dcoupational asthma

*Tendonitis or tenosynovitis of the hand or foream;
*any occupational cancer

*any disease attributed to an coccupational exposure
to 3 biological agent

15 the inddent/
accident a
disease?

END

if the injured person is a member of the public and
they have been taken to hospital by ambulance and
they have had treatment beyond precautionany
treatment, then it is likely to be reportable. Health
and Safety should be contacted for confirmation.
This should be reported immediately upon
confirmation that this is reportable

Is the injured
person a
member of the

public?

=

The incident is unlikely to be
reportable, however should
‘youu require it, Health and
Safety @=n provide you with
further guidance. The
standard accident reporting
procedure should be
followed

i the death has arisen
from work related
activities - Immediately
follow the Emerzency
Procedure. The incident:
is likely to be reportable,
please advise Health &
Safety as a report must
be made immediatehy.

if the injured parson has
been off work for more
than 7 consecutive days

since the acddent, itis
likely to be reportable.
Health & safety must be

advised. The report
must be made within 15
days of the accidant

i an accident orincident has occurred that falls
under the following @tepories, then it is likely to
be reportable:

- Collapse, overtuming or failing of lead-bearing
parts of lifts and [ifting equipment

- Electrical short circuit or overload @using fire or
explosion

- Explosion or fire @using suspension of normal
work for more than 24 howrs

- Explosion, collapse or bursting of dosad vessels
or pipework forming a pressure system

- Accidental release of any substance which may
damage health

- An employeeis injured by sharp contaminated
with blood borne virus (BB Hep B, C or HIV
The report must be made immediately upon
notification of the ocumence and Health and
safety must be informed.

END
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Follow accident
reporting o E—
procedure

Incident Ocours or Risk
identified of an inddant
QCCuUring

15 the building 18m
or 7 storeys?

Does the risk or

NO-

incident involve fir or
the structure?

Submitting the notice will require:

= Contact details

= The address of the building where
the incident has oocurred

= The date the inddent was identified.

= A brief description of the risk.
= Any immediate actions taken to
keep people safe.

The requirement to
report inddents asa
mandatory
ocourrence only
relates to buildings
18m+ or 7 storeys

Where thera is a risk
of spread of fire,
following the disaster
recovery plan for the
building

Examples:

= The spread of fire

= Total or partial collapse
of the

building

= Defective building work
= Unexpected failure of
construction materials

= Discovery of structural
defects

* Failure of critical fire
MESLTES

Report incident as
00N as
reasonably
practicable to the Mason
Owen HES Department
Safetyi@masonowen.com

Submitting a report will require:

= Mandatory Oomrrence Notice
Reference Number

= The building address.

= Contact details of the relevant
persons invohed in the building.

= The incident or risk being reported
and when and how it was identified.
= What happened or the potential of
what could happen.

= Who is involved and the effect on
them.

= What has been done and will be
done to keep people safe.

= Suppaorting documentation.
including videos and photos.

= Timeline to provide any missing
information.

Incident report to

The Mason Owen HES
Department to determine if
the incident is a Mandatory
Daurrence Report. The HES

Department will submit a notice
as soon as reasonably practicable
to the repulator where instructed

Ly the Primcipal Accountable
Person to do so.

be completed by
Building Manager

L

Follow the accident
reporting
procedure.

Projectd to
upidate the safety

The building manager will submit
any report within 10 days of the

safety oocurrence being
identified. Any incidents that
meet RIDDOR will also be

submitted in accordance with the

RICDOR reporting process
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Version Control

The version number should increase by 0.1 if the changes are minor, orby 1.0 if there
have been significant changes. Below is the expected future review schedule.



