Identifying incidents

Reporting Health & Safety and Environmental incidents at contractors’ sites
Introduction to reporting

	Reporting arrangements
	This document covers both Health & Safety and Environmental incident/near miss reporting arrangements for construction projects. There are different arrangements and processes for each type of event which project managers need to be aware of.


	Process
	You will find the reporting arrangements for each type of event in the links below:

· Health and Safety reporting process
· Environmental reporting process


	Any queries?
	If you have any queries, need advice on reporting, or are in any doubt about your role, contact the Construction SHE Team. 


Reporting contractor Health & Safety site incidents
	Significant near misses
	A significant near miss on a contractor managed project is one where the potential for injury or property damage is high i.e. Potential for a RIDDOR reportable incident.

Near misses on contractor managed projects which are not significant will be recorded under each contractors internal arrangements and reported to the EA PM and Construction SHE Team where findings will benefit sharing with the wider community.

In the event of the near miss involving an EA employee all events will be recorded.


	Overall process
	The following table outlines the overall process for dealing with contractor Health and Safety site incidents.

	Stage
	Description

	1
	At site start-up, the project manager reminds the contractor of the need to report site incidents to the Environment Agency.

	2
	An accident occurs at the contractor site.

	3
	The contractor reports the incident and investigates how it happened.

	4
	The Environment Agency logs the details in SHERMS 2.

	5
	The Construction SHE Team reviews the contractors report

	6
	The Construction SHE Team reviews the findings and considers whether to apply the card procedure.


	Principal contractor process
	The following table outlines the responsibilities of the principal contractor if an incident occurs at the contractor site.

	Stage
	Description

	1
	Follow your internal procedures and legal duties for reporting under RIDDOR.

	2
	Report the incident to the Environment Agency as soon as possible.

	3
	Investigate the incident. 
You must perform the correct level of investigation and circulate the lessons learned.

	4
	Provide a written report to the following Environment Agency staff:
· project manager
· Construction SHE Team. 

You must provide a written report within 14 days of the incident, unless otherwise agreed with the project manager.


	Project manager process
	The following table outlines the responsibilities of the Environment Agency project manager if an incident occurs at an contractor site.

	Stage
	Description

	1
	For High risk or Very High risk incidents:

· Report the incident to line management and the Construction SHE Team.
· Take advice from them if your required to Inform the Environment Agency using the HELP report, through the Incident Communication Service (ICS/RCC Wales). (Generally this will only be the most serious incidents as defined in the Reporting notifiable incidents section)
Note: Report by phone all fatalities, major injuries or dangerous occurrences.

	2
	Log the incident in SHERMS 2. 
See Logging a contractor incident for details.

	3
	Make sure that you notify all interested parties of the incident. 
See Staff who must be notified for details.

	4
	Examine the contractor’s investigation reports to make sure that they are adequate, liaising with the contractor as necessary. 

You can agree the suitability of the investigation report in consultation with your line manager and Construction SHE Team.

	5
	As the investigation progresses, update the Management Investigation and Management Actions tabs in SHERMS 2. 
See Keeping the incident log up-to-date for details.

	6
	Close the incident when:

· notifications are complete;

· you and your line manager agree that the investigation is complete;

· you have completed the Management Investigation and Management Actions tabs in SHERMS 2.


	Construction SHE Team
	The following table outlines the responsibilities of the Construction SHE Team if an incident occurs at an Environment Agency contractor site.

	Stage
	Description

	1
	Consider the need for a joint investigation into incidents and/or consider the suitability of the contractor’s investigation report.

Authority:
ncpms management or the Director of Operations may request a joint investigation.

	2
	Draft Environment Agency management actions in conjunction with Environment Agency managers, as appropriate.

	3
	Identify lessons learned and disseminate to our framework contractors and others (Environment Agency and consultants), as applicable.


	Commercial manager process
	The following table outlines the responsibilities of the ncpms commercial manager if an incident occurs at a contractor’s site.

	Stage
	Description

	1
	Consider whether or not you need to trigger the yellow or red card assessment procedure;
Notify the contractor’s national framework manager of our intention.
See Schedule of the Framework Agreement for guidance.

	2
	If applicable, determine the effect the assessment findings should have on future workload allocation.

	3
	If applicable, arrange for the Environment Agency to review contractor performance monthly.

	4
	If applicable, agree a training/monitoring programme with the contractor, to demonstrate improved performance.


Using SHERMS 2
	Access to SHERMS 2
	SHERMS 2 reporting procedure:
· All Environment Agency staff have default access to log incidents via SHERMS 2 .

· All line managers will be issued with an username and password to access the Investigation portal.


	Learning to use    SHERMS 2
	If you are new to SHERMS 2:

· Ensure you have read the Reporting an incident user guide.
· If you are a line manager, also read the Investigating an incident user guide


	Opening SHERMS 2
	To open SHERMS, follow the steps in the table below.

	Step
	Action

	1
	Open the SHERMS 2 home page.

	2
	To report an incident, click on ‘log an event on Sherms 2’

	3
	To review or add investigation details to an incident, click on the ‘Investigate, analyse and learn on Sherms 2’ and log in


	Logging a contractor incident
	To report a contractor incident, follow the steps in the table below.

	Step
	Action

	1
	Open SHERMS 2 reporting portal

	2
	At the welcome page, select the type of event you want to record:

· For Significant near misses and for service strikes with no injuries, use the Brilliant behaviour, hazards spotted and Near misses tab;

· For Contractor Injuries, use the Injury or Accident to third party tab.

	3
	At the first screen input the details of who is reporting the event:

· If Self reporting, use the find me button;

· If Reporting on behalf of another employee, enter the last name first and select from the list presented.

	4
	At the following screens input data when prompted. 

· For ncpms record incidents and near misses under:

· HO - NO – ncpms

	5
	Enter the ‘Likelihood of the incident happening again’ and the ‘Most foreseeable potential outcome’.

Likelihood and Outcome definitions are available in the Reporting an incident user guide. This then forms the overall risk rating.

Note: The ‘Most foreseeable potential outcome’ doesn’t necessarily mean the worst possible outcome. 

	6
	Once the event is logged the relevant line manager will receive an email notification, further notifications i.e. to ROM's or ncpms Commercial Manager will have to be done outside the system.


	Lead investigator
	· Sherms 2 determines who investigates the incident. The system assumes that the accident relates to an EA employee, it is important to note that where the accident involves a contractor regardless of the lead investigator identified by Sherms2 it is the Contractor who holds the primary responsibly for investigating and reporting to the appropriate project team. 


	Staff who must be notified
	All incidents are notified to the line manager of the reporter automatically, further notifications will have to be done outside the system.

The list below provides a prompt for those who should be notified by email or phone as appropriate for ncpms incidents.
Please check the staff directory to make sure that the names here are up-to-date.

	For...
	Enter...

	regional operations manager (ROM)
	Note: ROM will assume responsibility for ensuring that a courtesy notification of the accident is made to the regional director/area manager and Deputy Director of Operations (where required). this will be followed up by the ROM with a considered preliminary report within 48hours.

	Head of ncpms
PA to Head of ncpms/office manager
	Paul Mustow
Christine Eggleton

	Construction SHE Team
	Simon Robinson

Peter Turner

	ncpms commercial manager
	Brian Francis


	Keeping the incident log up-to-date
	As more information becomes available (for example, due to the contractor’s accident investigation findings) the lead investigator needs to update the incident log on SHERMS 2.


	Updating the incident log
	To update a contractor incident log, follow the steps in the table below. For further guidance please see the Investigating an incident user guide.

	Step
	Action

	1
	Open SHERMS 2  and open the incident you want to update.
In addition to an e-mail the incident will appear in the investigators workflow inbox. 

The Workflow Inbox is on the left hand side of the A-Z page in SHERMS 2 and contains items the user is responsible for completing.

	2
	The Line Manager starts the Investigation process by clicking on the link labelled “You need to add Injury Investigation record”. 

The Investigation is then created and the status set to open. The Line Manager clicks on the Investigation reference number to begin the Workflow process.

	3
	Items remain in the Workflow inbox until they have been completed.

	4
	Actions can be added by the Line Manager or an Investigator. The action tab can be found on the Summary Investigation tab. 

Actions can be assigned to any individual but they will not be automatically notified. You must do this, separately.

Whilst actions can be assigned to and completed by others, the Line Manager must sign them off in SHERMS2.


Reporting environmental incidents and near misses
	Definitions
	Incident

A specific event which has an environmental impact

Near miss

A specific event which has no environmental impact but which has the potential for an impact


	Examples
	Incident

Unplanned and uncontrolled silt mobilisation into or within watercourses

Un-permitted damage to flora and fauna

Burst hydraulic oil pipes resulting in leaks to ground or watercourses

Uncontained spillage of chemicals

Near miss

Plant activities in proximity to trees which have not been protected as required

Burst hydraulic oil pipes where the leaks are contained

Plant collision with drum of chemicals but no leaks resulting


	Reporting process
	Environmental incidents and near misses that occur on Environment Agency managed sites must be promptly and correctly reported, so that we can investigate them and share any lessons learnt. This is separate from any formal EA investigations, see the Note for Contractors for more details
You must follow the instructions in the posters below


	Incident reporting posters
	Poster for contractors

We must display our incident reporting poster for contractors on the notice board on site.

Contractors must follow the information on this poster.

Poster for EA project managers
We must display our incident reporting poster for EA project managers on the notice board in the relevant Environment Agency office area. 

Project managers must follow the information on this poster.


	After reporting the incident
	Contractors must provide a written report usually within 14 days to the EA PM and Construction SHE Team. The Construction SHE Team will review the findings from the report.
The incident will get classified by an Environment Officer. The classification will impact on the next steps required internally. The PM will advise the Construction SHE Team of the details and agree any further steps that may be required.
! Important For serious incidents (Cat 1& 2) a few more steps are required starting with notification to the relevant ncpms Operations Manager, this will allow them to brief the head of ncpms, area manager and the Hub Director. A review is undertaken by a partner region, see Reporting Internal incidents for more information on the process.


Reporting notifiable incidents

	Introduction
	Staff (generally the project manager) must inform head office of all notifiable incidents, in accordance with the national procedure.


	What is a notifiable incident?
	Notifiable incidents fall into five main categories:
· Level A or Category 1;
· Health and safety;
· Public interest;
· Disruption;
· Inter-regional assistance.


	Level A or Category 1
	Incidents that might result in:
· an incident being classified as a Level A or Category 1 incident. (See 04_01 Common Incident Classification Scheme for details.)
· a severe flood warning being issued;

· that have resulted in more than 10 properties being flooded in any locality.


	Health and safety
	Incidents that have an adverse impact, or have the potential to have an adverse impact (including fatalities) on the health and safety of:
· Environment Agency staff or contractors;

· the general public.


	Public interest
	Incidents where the Environment Agency’s reputation is damaged or is at risk of being damaged due to an incident attracting (or being likely to attract):
· considerable local or national media interest;

· considerable local or national public concern, or where there is recent history of concern;

· considerable local or national political interest, or where there is recent history of political concern.
To confirm that you are dealing with a public interest incident, or that the reputation of the Environment Agency is at risk of being damaged, consult the:
· regional press office (during office hours);

· duty press office (out of hours). 


	Disruption
	Incidents that have caused, or have the potential to cause, significant disruption to any of the following. The Environment Agency’s:
· business;

· infrastructure;

· IT systems;

· equipment.


	Inter-area assistance
	Incidents where the Environment Agency’s incident response requires inter-area assistance or military aid.

See 185_05 Requesting or providing support in a major incident for details.


	Reporting notifiable incidents
	To report a notifiable incident, send a HELP report to the RCC.  
You must:

· report it within one hour of finding that it is notifiable;

· ensure that you identify all Environment Agency concerns.

See 055_01 HELP quick guide for a quick guide to HELP reports.


	If you are in any doubt
	If you are in any doubt as to whether an incident is notifiable, send a HELP report to the relevant RCC.


Related documents

	Links
	· Environmental incident reporting - project manager flowchart
· Environmental incident reporting - contractor flowchart
· 04_01 Common Incident Classification Scheme (CICS) incident classification methodology
· 185_05 Requesting or providing support in a major incident
· Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 
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