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ACCIDENT REPORTING POLICY 

Introduction 
 

This statement sets out the responsibilities of LSM Ltd and its employees, in respect of Accident and Incident reporting.  It 
is in compliance with Railway Group Standard RIS-3279-TOM and Reporting of injuries, Diseases and Dangerous 
Occurrences Regulations 1995 (RIDDOR 2013). 
 

Accident Reporting 
 

All injuries, diseases and dangerous occurrences must be reported immediately to your supervisor so that an entry can be 
made in the Accident book, no matter how trivial they may seem.  A minor injury or disease could become serious if not 
treated.  Also, the law requires LSM Ltd to report certain classes of injury, disease or dangerous occurrence to the Health & 
Safety Executive (HSE). 
 

The Site Supervisor must ensure that notification of the following are directed immediately (no later than the next working 
day) to the Managing Director if the incident occurred during working hours, and to the On-Call Manager if outside working 
hours. 
 

• Accidents and related injuries 

• Occupational illness or disease (an illness or disease caused by work) 

• Assaults  

• Fatalities 

• Dangerous occurrences 

• Near miss (occurrences, involving trains or other rail-mounted vehicles, which, although they did not result in 
injury or death, could have done so).   

• Close call (any other occurrences, which, although they did not result in injury or death, could have done so). 
 

Report the occurrence immediately to the Clients representative and to the LSM Ltd Supervisor.  The injured person should 
preferably report in person and make an entry in the Accident book (but a colleague can report and make an entry on the 
injured person’s behalf).  The Managing Director will ensure the occurrence is investigated, recorded and formally 
reported.  The injured person and any witnesses will usually have to provide a written statement during the investigation. 
 

The Site Supervisor will ensure that all reports are forwarded to the Managing Director within 4 working days of the 
incident/accident and that the occurrence is investigated.  The Site Supervisor will recommend and implement appropriate 
action to prevent a reoccurrence. 
On receipt of all documentation the Managing Director will check that the information is complete and agree the causes 
and recommendations before signing off the accident.  They must report details of all accidents to the client as required by 
the contract.   
 

Should the accident be deemed reportable under RIDDOR 2013, the Managing Director will ensure that any additional 
investigation is carried out, recommendations made and that the HSE is informed by submitting a completed form F2508. 
 

Near Miss Reporting  
 

Near Miss occurrences must be reported initially to the Site Supervisor who will advise the Managing Director and client 
representative. 
The following documentation is to be completed following a Near Miss: 
 

• Near Miss Report Form summary of events to be completed by the employee and passed to the Managing 
Director to complete investigation results and recommendations. 

 

Managing Director will investigate the occurrence and implement appropriate action to prevent a reoccurrence.  The Near 
Miss Report must then be completed to reflect this. 
 

No disciplinary action will be taken where an error of judgement has resulted in a near miss, if however, a near miss occurs 
due to the wilful disregard of procedure, rules or instructions, or there are attempts to cover up the incident, then 
disciplinary action may be considered. 
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