[Insert Company Logo Here]	RIDDOR Reporting Procedure  |  [Company procedure]
[COMPANY NAME]  –  COMPANY PROCEDURE
RIDDOR REPORTING PROCEDURE
How we decide whether an accident, dangerous occurrence or disease must be reported to HSE, how fast, how we report it, and what we record.
	Reference
	Version
	Date issued
	Review date

	ARB-PRO-04
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Deciding quickly and correctly whether HSE must be told, and meeting the legal deadline. RIDDOR is the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013.

	Who does it
	A Manager (or a Director). Crews report every incident the same day; the Manager makes the RIDDOR decision and the report.

	When (the trigger)
	Every incident logged in ARB-INC-01, every injury absence that passes 3 days, and every written diagnosis of a work-related disease.

	Time needed
	Decision: 5 minutes with the flow in Section 1. Online report: about 20–30 minutes.

	What “done” looks like
	Decision recorded in ARB-INC-01 for every incident; reportable ones sent to HSE in time, with a saved copy and the HSE reference.

	Where records go
	H&S folder (restricted) and the ARB-INC-01 register. Kept at least 3 years.



Where this fits in the incident system
	1 Something happens
Respond: PRO-03
	›
	2 Report it
Same day: INC-02
	›
	3 Log it
Manager: INC-01
	›
	4 RIDDOR?
PRO-04
THIS PROCEDURE
	›
	5 Investigate
INC-03; PRO-05
	›
	6 Actions
INC-01; POL-24 NC log
	›
	7 Review trends
AUD-01; POL-01 s13


Step 4: after the report (ARB-INC-02) and the register entry (ARB-INC-01). Do not wait for the investigation before notifying HSE.
  1     Is it reportable? The decision flow
              Section 1 of 8  ·  About 5 minutes  ·  Manager
	1.  Did anyone die as a result of a work-related accident? (This includes a worker who dies within one year of a reportable injury.)
	YES ›





	A  Death
Notify HSE without delay. Report received within 10 days. Online, or phone (Section 2).

	NO  ▼
	
	

	2.  Did a worker suffer a specified injury? (Section 3 – for example most fractures, amputation, loss of consciousness.)
	YES ›
	B  Specified injury
Notify HSE without delay. Report received within 10 days. Online, or phone.

	NO  ▼
	
	

	3.  Was a member of the public (not at work) injured and taken straight from the scene to hospital for treatment?
	YES ›
	C  Member of the public
Notify HSE without delay. Report received within 10 days. Online only.

	NO  ▼
	
	

	4.  Was it a dangerous occurrence on the list in Section 4 – even if nobody was hurt?
	YES ›
	D  Dangerous occurrence
Notify HSE without delay. Report received within 10 days. Online only.

	NO  ▼
	
	

	5.  Is a worker off work, or unable to do their normal work, for more than 7 days in a row (not counting the day of the accident)?
	YES ›
	E  Over-7-day injury
Report online within 15 days of the accident.

	NO  ▼
	
	

	6.  Has a doctor diagnosed a reportable disease (Section 5), linked to the person’s work?
	YES ›
	F  Occupational disease
Report online as soon as you receive the diagnosis.

	NO  ▼
	
	

	Not reportable to HSE
Still record it in ARB-INC-01 and investigate in proportion. Off for more than 3 days (not counting the day of the accident)? Record it as an over-3-day injury – no HSE report. Not sure? Check the HSE RIDDOR pages or ask [H&S adviser].
	
	



	The three things that matter most
1. Death, specified injury, dangerous occurrence, or a member of the public taken to hospital: notify HSE without delay – the online form, the same day if you can. HSE must receive the report within 10 days.
1. A worker off, or unable to do their normal work, for more than 7 days (not counting the day of the accident; weekends count): report online within 15 days of the accident.
1. Record every decision in ARB-INC-01, including “not reportable”, and keep RIDDOR records for at least 3 years.



	Is it a work-related accident?
1. An accident is a separate, identifiable, unintended incident that causes physical injury. It is work-related if it arose out of or in connection with work – the work itself (how it was done, the kit, the site) must have played a part, not just the place.
1. Road traffic accidents involving a moving vehicle on a public road are not RIDDOR-reportable, except accidents during loading or unloading, work alongside the road (for example roadside felling or hedge cutting), or an escape of a substance from the vehicle. Tell the police and insurer as ARB-PRO-02 card G says.
1. Work through every question. One event can be more than one type – for example a MEWP overturns (a dangerous occurrence) and the operator breaks a leg (a specified injury). Make sure the report covers everything that happened.



  2     Deadlines and how to report
              Section 2 of 8  ·  About 3 minutes  ·  Manager
	Type
	Notify HSE
	Deadline for the report
	How

	A Death  ·  B Specified injury to a worker
	Without delay, by the quickest practicable means
	HSE must receive it within 10 days of the incident
	Online form. Or phone 0345 300 9923 (Mon–Fri, 8.30am–5pm) – deaths and specified injuries to workers only.

	C Member of the public taken to hospital  ·  D Dangerous occurrence
	Without delay
	Received within 10 days
	Online form only.

	E Over-7-day injury
	No immediate notice needed
	Within 15 days of the accident
	Online form.

	F Occupational disease
	No separate notice
	Report without delay once you receive the diagnosis
	Online form.

	Over-3-day injury
	Do not report
	–
	Record it: ARB-INC-01 and the accident book.



	Out of hours, and who to phone
HSE is not an emergency service. For any emergency, call 999. The online form works at any time, so out-of-hours incidents can be reported straight away.
HSE’s duty officer (0151 922 9235) is only for out-of-hours incidents that need an urgent HSE response: a work-related death, a serious incident with multiple casualties, or one causing major disruption (for example evacuation, road closures, many people taken to hospital).
Where to report: hse.gov.uk/riddor, then “Make a RIDDOR report”. After you submit, download a copy of the form for our records.



  3     Specified injuries to workers
              Section 3 of 8  ·  About 2 minutes  ·  Manager
These are listed in RIDDOR regulation 4(1). They must be diagnosed by a doctor – a suspected fracture is not reportable until it is confirmed. You do not need to report “just in case”: report once the injury is confirmed.
	Specified injury
	What it means
	Tree work example

	Fracture
	Any broken bone except fingers, thumbs and toes.
	Groundsperson’s collarbone broken by a section bouncing off the stem. (A broken finger from the log splitter is not specified – but check the 7-day rule.)

	Amputation
	Of an arm, hand, finger, thumb, leg, foot or toe – including surgical amputation after the accident.
	Fingertip lost in a chipper infeed or a stump grinder.

	Loss of sight
	An injury likely to cause permanent loss or reduction of sight in one or both eyes (a doctor says so).
	Branch or woodchip strike to the eye without a visor.

	Crush injury
	Crushing of the head or torso causing damage to the brain or internal organs.
	Pinned by a rolling log or by a loader against a trailer.

	Serious burns
	Covering more than 10% of the body, or significant damage to the eyes, breathing or other vital organs (including scalding).
	Fuel flash fire while refuelling a hot saw; burning brash.

	Scalping
	Skin torn or peeled from the head, needing hospital treatment.
	Hair caught in a rotating shaft or feed roller.

	Loss of consciousness
	Caused by a head injury or by asphyxia.
	Climber knocked out by a swinging limb.

	Enclosed space injury
	In any enclosed space: hypothermia or heat illness, or needing resuscitation or more than 24 hours in hospital.
	Rare in tree work – for example clearing roots inside a culvert or chamber.




  4     Dangerous occurrences relevant to tree work
              Section 4 of 8  ·  About 2 minutes  ·  Manager
Dangerous occurrences are listed in RIDDOR Schedule 2. They are reportable even if nobody is hurt. These are the ones most likely in arb, landscaping and grounds work. For anything else, check the full list on legislation.gov.uk or ask HSE.
	Schedule 2 paragraph
	What the law says (summary)
	Tree work example

	1 Lifting equipment
	The collapse, overturning or failure of any load-bearing part of any lifting equipment, other than an accessory for lifting.
	MEWP overturns or a boom, outrigger or basket fails; a lorry-mounted or timber crane collapses; a crane used for a crane-assisted dismantle fails.

	3 Overhead electric lines
	Any plant or equipment unintentionally coming into contact with an uninsulated overhead line over 200 volts, or close enough to cause an electrical discharge (arcing).
	A MEWP basket, pole saw or chipper crane touches an 11 kV line; a rigging line or throwline lands across bare low-voltage wires.

	4 Electrical fire
	An explosion or fire caused by an electrical short circuit or overload that stops the plant for more than 24 hours, or causes a significant risk of death.
	A battery charger fire in the workshop puts it out of use for more than a day.

	25 Explosion or fire
	Any unintentional explosion or fire in plant or premises that stops the plant, or normal work in the premises, for more than 24 hours.
	A chipper, stump grinder or tractor engine fire that takes the machine out of use for more than 24 hours; a yard or store fire.

	26 Flammable release
	Sudden, uncontrolled release of flammable liquid or gas: 100 kg or more of liquid (or 10 kg of gas) inside a building, or 500 kg or more in the open air.
	A burst fuel bowser or yard fuel tank losing more than 500 kg of diesel in the open.

	18 Scaffolding
	Complete or partial collapse of a substantial part of a scaffold more than 5 m high (and some other scaffold failures).
	Rare – a scaffold erected to reach a tree beside a building collapses.

	23 Structural collapse
	Unintentional collapse of any structure involving a fall of more than 5 tonnes of material; or a floor or wall collapse during construction work.
	Rare – a felled stem brings down part of a building, with more than 5 tonnes falling.



	Not dangerous occurrences – but still record them as near misses
1. A tree or section falling the wrong way, a hung-up tree, a barber chair, or kickback – with nobody hurt. These are serious near misses: log them in ARB-INC-01 and investigate (ARB-INC-03).
1. A rope, sling, strop, karabiner or other accessory for lifting failing on its own. Paragraph 1 excludes accessories, but a failure is still investigated, and the kit is quarantined (ARB-EQ-007, ARB-EQ-010).
1. A branch or tree falling onto a power line with no plant or equipment touching it. Tell the network operator on 105; ask HSE if unsure whether it is reportable.




  5     Occupational diseases
              Section 5 of 8  ·  About 2 minutes  ·  Manager
Report a disease when a doctor diagnoses it and the person’s work involves the activity listed (RIDDOR regulations 8 and 9). For employees the diagnosis must be in writing (for example a fit note or an occupational health report). A self-employed person reports on a doctor’s verbal diagnosis. Health surveillance (ARB-HR-011, ARB-POL-23) often finds these first.
	Disease
	Reportable where the work involves…
	Tree work example

	Hand-arm vibration syndrome (HAVS)
	Regular use of percussive or vibrating tools, or holding materials subject to percussive processes.
	Chainsaws, hedge trimmers, brushcutters, pole saws.

	Carpal tunnel syndrome
	Regular use of percussive or vibrating tools.
	Years of daily chainsaw and hedge trimmer use.

	Occupational dermatitis
	Significant or regular exposure to a known skin sensitiser or irritant.
	Regular skin contact with fuel, chain oil or cleaning products.

	Occupational asthma
	Significant or regular exposure to a known respiratory sensitiser.
	Regular exposure to wood dust, for example from chipping or stump grinding – where a doctor links it to work.

	Tendonitis or tenosynovitis (hand or forearm)
	Physically demanding work with frequent, repetitive movements.
	Long days of hand sawing, pruning or raking.

	Cramp of the hand or forearm
	Prolonged periods of repetitive movement.
	Repetitive hand pruning or secateur work.

	Disease from a biological agent
	Any disease a doctor attributes to exposure to a biological agent at work.
	For example Lyme disease from tick bites, or leptospirosis, where a doctor attributes it to work.

	Occupational cancer
	Any cancer attributed to work exposure to a known carcinogen or mutagen.
	Rare – take advice from your occupational health provider.




  6     Who reports?
              Section 6 of 8  ·  About 1 minute  ·  Manager, Director
RIDDOR puts the duty on the responsible person. For our employees, that is us as the employer. Name the people who report for us: [Manager names].
	Who was hurt or ill
	Who reports
	What we do

	Our employee
	We do (the employer)
	Manager reports, following this procedure.

	Self-employed subcontractor
	Usually the subcontractor, when working on domestic premises or their own premises, or on a doctor’s diagnosis. On other premises, the person in control of those premises.
	Agree who reports before the job (ARB-POL-19). Help them report, and log it in ARB-INC-01.

	Agency worker
	Usually the agency, as the employer – check the agency agreement.
	Tell the agency the same day and agree who reports.

	Member of the public (for example a pedestrian or the customer)
	The person in control of the work premises.
	Where our crew controls the work area, we report. On a client’s or principal contractor’s site, agree with them who reports – never assume.



  7     Step by step
              Section 7 of 8  ·  About 30 minutes for a report  ·  Manager
	#
	What to do
	Who
	Record

	1
	Decide if it is reportable using Section 1. Record the decision in ARB-INC-01 either way. When in doubt, check the HSE RIDDOR pages (hse.gov.uk/riddor).
	Manager
	ARB-INC-01

	2
	Preserve the scene and evidence: photos, witness names, and isolate the kit involved (ARB-PRO-03 Section 5).
	Team Leader
	Photos; witness list

	3
	Complete the internal report first – the Incident and Near Miss Report (ARB-INC-02) – so all the details are to hand before you report.
	Team Leader, Manager
	ARB-INC-02

	4
	Report to HSE online (hse.gov.uk/riddor → “Make a RIDDOR report”). Deaths and specified injuries to workers may be phoned in (Section 2). Report the facts; the cause can wait for the investigation.
	Manager
	RIDDOR form

	5
	Save the proof. Download a copy of the submitted form and keep any reference HSE gives. File it in the incident folder for audit, insurance and follow-up.
	Manager
	H&S folder

	6
	Update ARB-INC-01: RIDDOR reportable – Yes; type (A–F); date and how reported; HSE reference.
	Manager
	ARB-INC-01

	7
	Tell people who need to know: a Director, the client if the contract requires it, and the insurer (ARB-PRO-03 Section 4).
	Manager
	Incident log

	8
	Share the learning with the crew (anonymised where appropriate), and update the RAMS, risk assessments or training if needed. Actions go in ARB-INC-01 and the ARB-POL-24 non-conformance log.
	Manager
	Toolbox talk record



	#
	What to do
	Who
	Record

	9
	Watch the clock on absences. Diarise day 4 (over-3-day record) and day 8 (over-7-day report) from the day after the accident. Weekends and rest days count. Light duties still count as “unable to do normal work”.
	Manager
	Diary; ARB-INC-01

	10
	Follow up. If an injury is later confirmed as specified (for example a fracture found on a later X-ray), report it then. If someone dies within a year of a reportable injury, tell HSE: it becomes a work-related death. To correct a report, follow HSE’s guidance on amending a notification.
	Manager
	ARB-INC-01



	Stop – do not…
1. wait for the investigation before notifying a death, specified injury, dangerous occurrence or member of the public taken to hospital;
1. bring an injured worker back early, or onto light duties, to avoid a report – light duties still count;
1. guess or admit the cause in the report – give the facts; the investigation finds the cause;
1. let a crew member or subcontractor report on our behalf without a Manager knowing – one person, one report.



	What this means for you
On Monday a climber falls when an anchor point fails. He breaks his wrist and is off for 3 weeks. A broken wrist is a specified injury (a fracture that is not a finger, thumb or toe), so the Manager reports it online that afternoon – one report, as a specified injury. The absence does not need a separate report. You file the downloaded copy, add the HSE reference to ARB-INC-01, and diarise a check-in. A week later a groundsperson strains his back lifting rounds and is off for 9 days: that is an over-7-day injury, reported online within 15 days.




  8     Records: what, where and how long
              Section 8 of 8  ·  About 2 minutes  ·  Manager, office
RIDDOR regulation 12 requires a record of every reportable incident and diagnosis, and of every over-3-day injury. Keep it at the workplace or our usual business address, for at least 3 years from the date of the entry, and give HSE extracts if asked. The ARB-INC-01 register, with the saved RIDDOR form, meets this if it holds the details below.
	Event
	What the record must show (RIDDOR Schedule 1, Part 2)

	Reportable injury, death or dangerous occurrence
	Date and time; the injured person’s name, occupation and injury; where it happened; a brief description; the date it was notified or reported to HSE, and how.

	Reportable disease
	Date of diagnosis; the person’s name and occupation; the disease; the date it was reported to HSE, and how.

	Over-3-day injury
	Date and time; the injured person’s name, occupation and injury; where it happened; a brief description.



	What to keep
	Where
	How long
	Why

	ARB-INC-01 entry with the RIDDOR decision, type, date, method and HSE reference
	Register
	At least 3 years
	RIDDOR regulation 12

	Downloaded copy of each RIDDOR report
	H&S folder (restricted)
	At least 3 years
	RIDDOR regulation 12; audit

	Accident book entry
	Office, locked (personal data)
	At least 3 years
	Social security law (10 or more employees)

	Written diagnoses (fit notes, OH reports)
	Confidential health file
	As ARB-POL-23
	Health data (ARB-POL-04)

	Investigation (ARB-INC-03 / PRO-05) and actions
	H&S folder; ARB-POL-24 NC log
	[Owner decision, e.g. 6 years]
	Learning; insurance and claims



	Tips from our original procedure
1. Put a RIDDOR check into every investigation – ARB-INC-03 has one.
1. Train every Manager who may report, and a deputy for holidays.
1. Print Section 1 and keep it with the incident folder and on the office wall.



	Guidance for the business owner – remove before issue
Why this procedure matters. RIDDOR 2013 makes the responsible person – for employees, the employer – report certain incidents to HSE and keep records. Late or missing reports are a common audit finding. CHAS, SafeContractor, Constructionline Gold and the ARB Approved Contractor scheme expect a RIDDOR procedure, named responsible people and an incident register.
The law and guidance we checked (checked 28/09/2026)
1. RIDDOR 2013 (legislation.gov.uk): regulation 4 (specified injuries; over-7-day, report within 15 days, excluding the day of the accident); regulation 5 (non-workers taken from the site to hospital for treatment); regulation 6 (deaths); regulations 8 and 9 (diseases); regulation 12 (records, at least 3 years); Schedule 1 (notify by the quickest practicable means without delay, report within 10 days; diseases reported without delay; the particulars to record); Schedule 2 paragraphs 1, 3, 4, 18, 23, 25 and 26 (dangerous occurrences).
1. HSE RIDDOR pages: reporting timescales; phone line 0345 300 9923 for fatal and specified injuries to workers only (Mon–Fri 8.30am–5pm); online forms at any time, with a copy to download; out-of-hours duty officer 0151 922 9235 for deaths, multiple casualties or major disruption; examinations and diagnostic tests such as X-rays are not “treatment”, and taking someone to hospital purely as a precaution is not reportable; weekends and rest days count in the 7 days; road traffic exemptions; who reports (employers, self-employed, agencies, people in control of premises); written diagnosis for employees.
1. Accident book: Social Security (Claims and Payments) Regulations 1979 regulation 25 (10 or more employees), kept at least 3 years.
RIDDOR review – watch this. HSE consulted on changing RIDDOR: clearer definitions (for example “work-related”, “injury”, “routine work”), a revised list of diseases, diagnosis by other registered health practitioners, updated dangerous occurrences, and a simpler online form. HSE’s press release gave the closing date as 30/06/2026; the consultation page now shows it closed on 07/07/2026. As at 28/09/2026 HSE has not published its response, and any change to the law needs Government agreement. Nothing in this procedure reflects proposals. When new regulations are made, update Sections 1 to 5 and ARB-POL-01 12.4.
Your decisions. (1) Name the Managers who report, and a deputy. (2) Agree RIDDOR reporting with subcontractors (ARB-POL-19), agencies and principal contractors before work starts. (3) Add columns to ARB-INC-01 for RIDDOR type, date reported, method and HSE reference if your version does not have them. (4) Retention for investigations (we suggest at least 6 years; many insurers advise longer – check your policy).
Changes from your original. All content kept, including the example and top tips. Corrected: deaths and specified injuries are not “report within 10 days” – they are notified without delay, and the report must be received within 10 days. “Eye injuries” is now injuries likely to cause permanent loss of sight; crush injuries are to the head or torso; burns include the eyes and breathing; enclosed space injuries added. Injuries to the public are reportable only when taken straight from the scene to hospital for treatment. Lifting equipment failures exclude accessories such as ropes and slings; tree sections collapsing are not a dangerous occurrence (they are near misses); overhead line contact applies to lines over 200 volts. Carpal tunnel syndrome, cramp, tendonitis, biological agents and cancer added to diseases. The out-of-date phone rule (“major incidents can be phoned”) and the decision-tool link are replaced with checked HSE arrangements. “Connect Teams” is now ARB-INC-02.
Not verified. We could not read RIDDOR Schedule 2 paragraph 27 (hazardous escapes of substances), so it is not summarised here. Check it on legislation.gov.uk if you store or carry hazardous substances in bulk. The tree work examples are ours, to help you recognise each type: they are not HSE wording. If unsure, ask HSE or your H&S adviser.
Arborella provides this template as documentation support. It is not legal advice or technical arboricultural advice. Your competent H&S adviser’s judgement, and HSE’s current guidance, come first.



Related documents
	Reference
	Document

	ARB-POL-01
	Health and Safety Policy (section 12.4 Accidents, near misses and RIDDOR; section 13)

	ARB-PRO-02 / 03 / 05
	Emergency Procedures and Contacts; Immediate Accident Response Process; Serious Accident Investigation Procedure

	ARB-INC-01 / 02 / 03
	Incident, Accident and Near Miss Register; Incident and Near Miss Report; Accident and Incident Investigation Form

	ARB-POL-04 / 19 / 23 / 24
	Data Protection; Subcontractor Selection and Monitoring; Occupational Health and Health Surveillance; Quality (NC log)

	ARB-HR-011
	HAVS Health Surveillance Questionnaire

	ARB-EQ-007 / 010
	Rigging Equipment Inspection; Weekly Climbing Kit and PPE Inspection

	ARB-AUD-01
	Office and Management Audit (trend review)



	Document control
	Item
	Detail

	Document
	RIDDOR Reporting Procedure (ARB-PRO-04)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes




	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[Initials]
	New edition created
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