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Accidents and Ill Health

• Under health and safety law, you must report and keep a record of 
certain injuries, incidents and cases of work-related disease (RIDDOR).  

• You can find out which ones must be reported and how to report them on 
the HSE website (www.hse.gov.uk/riddor). 

• Keeping records will help you to identify patterns of accidents and 
injuries, and will help when completing risk assessments.

• HSE may require to see records in the event of a serious incident or as 
part of a routine program of checks

• Insurance company’s may also want to see records if there is a work-
related claim. 

https://www.hse.gov.uk/riddor/report.htm


Importance of information recorded

• If suitable and sufficient records of incidents are not recorded the HSE 
could impose fines and/or bring charges against the company’s directors 
and/or any of it’s employees

• It may also be difficult to defend claims, leading to high compensation 
payments

• Therefore, it is important to ensure that accurate and detailed information 
of all incidents is recorded and that all incidents are reviewed by 
managers to consider how and why they happened and what actions 
may be needed towards preventing a reoccurrence

• As a manager, you have a responsibility to ensure this process is fully 
implemented in your team(s)



• The Health & Safety Management System (HSMS) is an online tool which 
makes reporting incidents easier and quicker

• All SCC employees can report an accident, incident, violent or verbal abuse or 
hazard from any location and using any device with internet access. The 
reporting forms are hosted online and do not require the user to “log in”. 

• As a manager, you are able to view, edit and comment on incident reports; 
complete investigations; upload supporting documents and monitor feedback 
from the Corporate H&S Team.

• Each time a member of your team logs an incident you will receive an 
automated email to notify you. This email will include a reference number for 
the incident report  and a link that will direct you to the report to review.

• Due to data protection you will be required to log in each time before you can 
review the report.



To log in go to https://scc.info-exchange.com/Default.aspx
you will need to enter your username (this will be your email address) and password. 
If you do not know your log in details please email health.and.safety@Southampton.gov.uk

https://scc.info-exchange.com/Default.aspx
mailto:health.and.safety@Southampton.gov.uk


Once you have logged in you will see the Health and Safety 
Management System homepage



To view the type of incident you wish to review, click on the relevant 
icon



You will then be able to view a list of all the incidents reported by your 
team showing time and date of the incident, type of incident, incident 

details and status



When an incident has not been reviewed it will appear as    open and these 
incidents require you to review the report, edit/update if necessary and 

fully complete the ‘Managers Review’ section. 
To view an incident, click anywhere on the incident line



This will take you to a summary page for the incident, displaying brief 
details of the incident and any investigations completed, witness details 

and any supporting documents that have been uploaded. 
To view the full incident report, click ‘Edit Incident’. 



Scroll through the incident details to note; how and why the incident 
occurred, existing controls in place, weather conditions if applicable, 

witness statements, any documents uploaded and all other information



When you reach the Manager’s Review section, enter your comments regarding what 
happened and why. Provide details of any existing controls in place prior to the 
event. It is important to enter as much detail as possible and to include witness 
details and statements and to upload evidence and documents as applicable to 

demonstrate you have fully considered how and why the incident occurred and what 
might be done towards preventing a reoccurrence. When you have done this make 

sure you click on SAVE CHANGES  



If further investigation or action is required, update the Actions to be Taken 
check box accordingly and enter details in the Other Information. Enter a date 

for actions to be completed. Remember to click SAVE CHANGES



Once you have completed the Manager’s Review the status will change to 

This means that the report is awaiting review from the Corporate Health and Safety 
service and requires no further action from yourself at this time. However you need to 
check periodically to see if H&S have requested any further information.

Check back regularly to answer any queries H&S have and provide further information 
as required. 

When a member of the H&S team reviews the report they will record their name, the 
date, any actions they have carried out and any additional comments or queries they may 
have.

You will be able to see these when you view the whole report and will need to answer 
any queries or follow up on any further actions requested.

Once the H&S team are confident that no further action is required they will alter the 
status to  



If the incident requires further investigation, on the initial incident page, 
click Investigation and then on Create New. This will open an new 

Investigation report



The person investigating the incident should enter full details of the 
investigation using the form supplied. If this is not the manager and they 

do not have access to the system, this can be requested from the H&S 
team by emailing health.and.safety@Southampton.gov.uk 

• The investigation should 
 Gather as much information as possible, recording details and interviewing 

witnesses as applicable
 Review hazards relating to the incident
 Establish the Root Causes
 Consider actions to prevent a reoccurrence

The Manager then needs to review the information and complete the Manager’s Review 
section accordingly.

The H&S Team will then review and update with comments as appropriate.

Note; full investigations are usually only undertaken for incidents, which cause significant 
injury or harm or which had the potential to do so.

mailto:health.and.safety@Southampton.gov.uk


Supporting documents/photos can be uploaded by clicking on Supporting Documents 
and then Create New on the initial incident page.

Alternatively you can upload supporting documents/photos to the incident report itself



Witness details can be uploaded by clicking on Witnesses tab on the initial Incident 
page and then on Create New

Alternatively you can enter witness details in incident report itself



Searching for an incident

If you know the reference number, you can enter the number into the 
‘Search’ box on the screen that lists all incidents



If you do not know the incident ref or wish to search for multiple types 
of incidents you can build a custom search. To do this, click on 

SEARCH on the page which lists all incidents



Select the All Tables tab and then scroll down



Then select Incident



Enter your search criteria by filling in the available fields and click ‘Run 
Search’



If the criteria you wish to search by is not displayed you can add it by 
clicking on ‘Add custom criteria’



Click on fields you wish to include in your report. Note, there are several pages 
to choose criteria from, you can also use the search function to search for 

specific criteria. Click Done when you have added all criteria to be included in 
your report



Once you have selected all criteria you require for your report and clicked Done you 
will be returned to the Search page.

Click Run Search



Your search results will be displayed as below.
To download a copy, click Share and then select Download, then CSV

Select to open or save the document.



If you wish to save the search criteria to use again in the future, select Save 
Search. Enter a name for your search and untick the Homepage option.



Your saved search will show under the Spotlight option when click on 
the Search button



To delete a saved search, click on the Search button and then click on the 
search you wish to delete to open the search up and click on Share, then 

select Delete saved search. 



There are a number of generic reports available for you to run 
To access these click on Reports and select the report you wish to run



You will then be prompted to enter the date and time period you’d like to 
run the report for

Once you have selected your date and time criteria, select ‘Run this report’



Results will be displayed as shown below and can be downloaded 
using the Share button as detailed previously



Should you have any queries or concerns regarding the Health & 
Safety Management System please do not hesitate to contact 

the Corporate Health and Safety team via email at 
health.and.safety@Southampton.gov.uk 

or call us on 02380 83 4271

mailto:health.and.safety@Southampton.gov.uk
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