
Accident Reporting Procedure – May 2007
Accident/Incident occurs

Damage* or near miss Minor injury Serious injury* Dangerous
Occurrence

Disease

Casualty receives
first aid

Casualty/other person
summons assistance

Casualty receives
first aid

Inform  Warden or
DCC as appropriate

Inform Warden or
DCC as appropriate

Log incident
and keep on file

Copy of incident log
to DCC on a quarterly

basis
Complete HCSC Accident

Report Form a.s.a.p.

Summon emergency
services

Casualty to hospital

Copy of Accident
Report form to DCC

file original

Affected person or
their Doctor informs

Activity Centre
or activity organiser

Warden/Responsible
Person obtains HQ

Insurance form - phone
01903 755352

completes and returns
it as directed by HQ

Inform relevant
Health & Safety
Executive office

Send to HSE office

Copy of Acc/Inc.
Inv.

form to DCC and
copy to file

Warden/Responsible Person 
ensures welfare of injured

person(s)

Warden/Responsible Person
shuts off area
(if appropriate)

Warden/Responsible Person
informs DCC or County Secretary

Warden/Responsible Person/DCC
carries out accident/incident

investigation immediately, using
HCSC

Accident/Incident Investigation Form

DCC/County Secretary
decides RIDDOR status

Warden/Responsible Person
completes form F2508 or F2508A

1

2

1

*  Includes P.O.R. Rule &.4. For an incident involving damage follow from # under serious injury
1.In the case of the County Headquarters, including the accidents and incidents NOT ON County

Activity Centre premises then the Responsible Person informs the DCC or County
Secretary.

2. In the case of the County Headquarters then the accident book will be completed. The
accident book is retained at County office.

3. Quarters are Jan. to Mar., Apr. to Jun., Jul. to Sep. and Oct. to Dec. Copies to be with DCC by
the first Friday of the week after the quarter ends.

Note: Copies of the forms are available from the County Office, County Secretary or DCC.
          The DCC is currently Dave Pullen and the County Secretary is currently Colin McIntyre.
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