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HASAW – ACCIDENT AND INCIDENT REPORTING FOR MARKETS MANAGEMENT

This is a basic outline of the responsibilities of markets management. More detailed information is available on the HSE website and from your Environmental Health Department.

Major/highly significant accidents at your markets to staff, the public and third parties need to be notified by law to the the Health & Safety Executive following the RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013)

· Fatalities or specified injuries 
· An incident resulting in staff being off work for more than 7 days
· An accident to a member of the public requiring a hospital attendance direct from the scene
· Certain occupational diseases
· Dangerous occurrences

Your Council’s Environmental Health/Services Department is normally the conduit for reporting such matters to the HSE or deciding to investigate themselves for lesser incidents.

As Market Management you are responsible for reporting ANY and ALL accidents or serious incidents directly or to your line management to ensure that the responsible enforcing authority can enable investigation and potential remedy.


  An accident/incident form should be completed for all accidents and near misses. If your Council delegates the authority for reporting to you, you can report online to the HSE.
  The form should be completed with the injured party immediately after the incident or arrange for a 3rd party to complete the form on behalf of the injured person. 
  If it is not possible to complete the accident form at the time of the incident the form should be completed asap.
· It is advised that you obtain as much detail from the injured person as possible at the time of the incident. 
  A separate form should be completed on behalf of each injured person. 
  The completed form should be passed to your line manager, supervisor or the relevant department responsible. 
  Where possible photographs of the location of the incident should be attached to the form. 
  Where the accident is a slip, trip or fall it is important that any additional factors be recorded, information such as weather conditions on the day and condition/type of footwear worn by the injured party. 
  The information on the form should be factual and not the opinion of the person completing the form. 
ACCIDENT / INCIDENT REPORT FORM
	Nature of Incident/Accident (trip/slip/fall/crush) 
	

	Location of Accident/Incident 
	

	Date of Accident/incident: 
	Time of Accident/incident 

	Name of Person Affected/Injured 
	

	Home Address 
	


Date of Birth: Contact No: 
	Details of Incident/Accident 

	

	Where any Substances Hazardous to health involved? YES / NO
If Yes has a separate COSHH Report Form been completed? YES /NO 



	Accident/Incident – person reporting the issue:
(If not the affected person) 
	

	Address 
	

	Witnesses (if any) 

	Name 
Address 
Contact number 
	Name 
Address 
Contact number 

	Additional Information 
Remedial Action Taken / Recommendations Given to Prevent Further Risk. 

	Details of Person Completing this Report 

	Name 
Address 
	Position 
Date 
Signed 




Formal accident books are available inexpensively via the HSE website. Check with your line manager or your Environmental Health Department as to what format you should use.
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