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	Part 1 – Introduction 

	Purpose of this guidance  

	 
Dundee City Council (DCC) have a duty of care to Contractor’s Employees & Tenant Organisations e.g. contractors injured on DCC sites or land or those organisations who rent an area of a building or land from DCC. It’s therefore important that DCC are aware of any incidents involving these non-employees so that they can be investigated, with controls reviewed and recommendations made to prevent recurrence of a similar incident or worse happening in future. 
 
This document aims to provide guidance on: 
· Who this procedure relates to, 
· Who must report these incidents and to whom,  
· When these incidents must be reported, and  
· Where reportable incidents may occur 
  
So that all areas are considered with the overall aim of preventing incidents of a similar type happening in future.  


 
	Part 2 – Definitions in scope 

	What does this relate to;

	Incidents refer to injuries, ill-health, near misses, incidents of aggression and violence which occur in connection with a work activity.

A near miss incident is an unplanned event that has the potential to cause, but does not actually result in injury, environmental or equipment damage, or an interruption to normal operation.

	Who does this relate to;  

	 
Who we mean 
· Non DCC employees i.e. contractors*, including Tayside Contracts staff 
· Tenant organisations in DCC properties
· Companies or Groups who rent land from DCC e.g. to hold events on
 
*Please note: DCC Construction Services are DCC employees and therefore any incidents involving this cohort of staff should be reported as DCC employee incidents. 


 


	Part 3 – Why Report Incidents? 

	 It is a legal requirement under Regulation 5 of the Management of Health and Safety at Work Regulations 1999 for employers to plan, organise, control, monitor and review their health and safety arrangements.  
 
Reporting health and safety incidents form an essential part of this process and demonstrates compliance with this statutory duty. 
 
The information and insights gained from incidents provides: 
· An understanding of how and why things went wrong 
· An understanding of the ways people can be exposed to substances or conditions that may affect their health and safety 
· A true snapshot of what really happens and how work is really done. (Workers may find short cuts to make their work easier or quicker and may ignore rules). 
· An opportunity to identify deficiencies in risk control management 
· An opportunity to learn lessons and communicate these where they are applicable to other areas of DCC, contractors and tenant organisations. 
 
Incident reporting and subsequent investigation will also bring many additional benefits to DCC, including: 
· Making a safer work environment  
· The prevention of further similar incidents  
· The prevention of losses due to disruption, stoppage and the costs of criminal and civil legal actions 
·  An improvement in employee morale  
· Employees are likely to be more cooperative in implementing new safety precautions if they were involved in the decision and they can see that problems are dealt with  
· The development of useful skills which can be readily applied to other areas of the organisation. 


 



	Part 4 – Who is responsible for reporting incidents involving non-DCC employees? 

	4.1 Incidents involving non-DCC personnel: (contractors) 

	On appointment of a (sub)-contractor, the DCC contracts administrator must advise the (sub)-contractor of their obligation to report any incidents and/or near misses. This obligation should also be instructed in any tender/contract documentation and as such previously agreed by the (sub)-contractor. 
 
The reporting of any incidents and/or near misses can be directed to the DCC contracts administrator or it may be to the project supervisor such as a Property Officer or Facilities/Building Manager in the first instance, who would subsequently report this upwards.  
 
It is the DCC contracts administrators’ responsibility to ensure that the (sub)-contractor is aware of their responsibility and the importance of ensuring that they highlight to DCC any incidents that have happened. As incidents may happen when DCC employees are not present. 
 
The DCC contracts administrator must ensure that any incidents highlighted by the contractor are reported through DCC’s incident reporting procedures as soon as possible, even if the investigation has not fully concluded, (see table in Part 6 below).  
 
Where there has been a serious incident, the Health and Safety Team must be advised immediately by the quickest practicable means. H&S Team email contact - healthandsafety@dundeecity.gov.uk 
  
The contracts administrator is responsible for ensuring that all incidents are documented, reported and investigated in accordance with the Incident Investigation Guidance.  
 
The H&S Team can assist with incident investigations.  
 
The contracts administrator and departmental H&S Adviser must be satisfied with the level of investigation and action(s) to prevent recurrence identified and implemented by the (sub)-contractor. There must be a clear process for the communication of the lessons learnt. 
 
Where there has been a RIDDOR reportable incident, it is the duty of the (sub)-contractor to report this to the HSE on behalf of their employee, not the duty of DCC. 




	4.2 Incidents involving non-DCC personnel: (tenant organisations) of shared or leased/rented DCC properties or land

	Incidents can also occur in premises or on land owned by DCC, but they have leased out part of the premise/land to other organisations or companies, including 3rd sector, but these incidents may still have a bearing on DCC infrastructure, activity or personnel and would require reporting and investigating. 

The types of incidents that DCC expect to be reported are: 
· Where a contractor working directly for the tenant organisation or land leaser e.g. event company damaging the fabric of the building or land whilst undertaking work for the tenant 
· Where a member of the tenant organisation or land leaser e.g. event company injuring themselves due to a building fabric/land defect 
· Near misses 
· RIDDOR reportable incidents 

In such instances the responsible person for the tenant organisation or land leaser, such as the senior team leader, building tenant manager, Event Operations Director, etc will be deemed the responsible person for that area to then ensure that the incident is documented, reported and investigated as soon as possible.  
 
The reporting mechanisms will vary in each scenario, but in the main this will require the tenant organisation lead person to report directly to their recognised point of contact in DCC, even if the investigation has not fully concluded, who will then be able to advise the requirements further in accordance with DCC’s incident reporting timescales, (see table in Part 6 below). 

As before, where there has been a serious incident, the Health and Safety Team must be advised immediately by the quickest practicable means. H&S Team email contact - healthandsafety@dundeecity.gov.uk. 
  
The H&S Team can assist with incident investigations if requested by the recognised point of contact in DCC.  
 
The recognised point of contact in DCC, the responsible person for the area involved and the departmental H&S Adviser must be satisfied with the level of investigation and action(s) to prevent recurrence identified and implemented by the department. There must be a clear process for the communication of the lessons learnt.



	Part 5 – GDPR 

	Any information provided for any activity noted is held in accordance with GDPR. 


 
	Part 6 – Reporting Timescales to DCC 

	Incident Severity 
	Environmental Severity 
	Initial incident reporting timeframe to the DCC point of contact* 

	Major injury/999/ambulance, Conveyed to A&E, Acute health effects, RIDDOR  
	Large/serious incident, unable to deal with on site, emergency response required & other 
Agencies involved. 
	Same Day – ASAP - by telephone 

	Minor Injury (Not requiring above) 
	Small scale incident, dealt with on site 
	Within 24hrs - email/telephone 

	No injury or health effects (Near Miss) 
	None 
	Within 48hrs - email 


 
*Notification required - even if investigation is not complete 
	Part 7 - Review of this Guidance

	This Incident Reporting Procedure for Contractor’s Employees, Tenant Organisations & Land Rentals will be reviewed every 3 years or sooner if the following circumstances apply:

· If there is evidence to suggest that it may no longer be effective 
· Legislative changes
· Following feedback from services 
· Following a serious incident or an increase in trends and patterns of related incidents



	
	Part 8 – Frequently Asked Questions 

	Q: 
	A self-employed contractor working for the Property Officer of a DCC premise drilled through a wall into the occupied office next door to where they were working, covering the office occupier in dust. No one was hurt so does this need reported and if so to whom? 

	A: 
	Yes, it’s reportable as a near-miss incident in line with DCC reporting procedures. In the 1st instance the self employed contractor would inform the project supervisor such as a Property Officer or Facilities/Building Manager. Refer to section 4.1 

	 
	 

	Q: 
	A sub-contractor working in the shared reception area of a DCC premise for the tenant organisation who occupy the west wing of the building left materials behind that subsequently fell over nearly striking a DCC employee. Nothing was damaged and no one was hurt so does this need reported and if so to whom? 

	A: 
	Yes, it’s reportable as a near-miss in line with DCC reporting procedures.  
In such instances the responsible person for the tenant organisation, such as the senior team leader, building tenant manager, etc will be deemed the responsible person for that area to then ensure that the incident is documented, reported and investigated, 
The reporting mechanisms will vary in each scenario, but in the main this will require the tenant organisation lead person to report directly to their recognised point of contact in DCC, who will then be able to advise the requirements further. Refer to section 4.2  

	 
	 

	Q: 
	A member of the public slipped down steps whilst exiting a DCC premise after a DCC event and possibly broke their leg, who reports this and to whom? 

	A: 
	Such incidents if witnessed by or reported to a DCC employee on behalf of the non-employee would require the responsible person for that area or premise to then ensure that the incident is documented, reported and investigated in accordance with the Incident Investigation Guidance. Refer to section 4.2  
As before, where there has been a serious incident, the Health and Safety Team must be advised immediately by the quickest practicable means. H&S Team email contact - healthandsafety@dundeecity.gov.uk. 

	 
	 

	Q: 
	An employee of a contractor has fallen off a ladder breaking their arm whilst working in a DCC premise. All paperwork has been passed to the DCC contracts administrator; the only thing left to do is inform the HSE. When will the DCC H&S Team do this?  

	A: 
	DCC H&S Team won’t do this. Where there has been a RIDDOR reportable incident, it is the duty of the contractor to report this to the HSE on behalf of their employee, not the duty of DCC. Refer to section 4.1  

	[bookmark: _Hlk202509111] 
	 

	Q: 
	A member of the group hosting an event in City Square has damaged a water supply pipe resulting in the mains water to several buildings being shut off and requiring repair. Does this need reported as no one was hurt and if so, how?

	A:
	Yes, all incidents affecting DCC land, particularly where DCC land may have contributed to the incident must be reported to DCC. In this instance, the incident is reportable as the DCC infrastructure has been damaged and affected other DCC premises. In such instances the responsible person for the event such as the Event Operations Director will be deemed the responsible person for that area to then ensure that the incident is documented, reported and investigated as soon as possible. This will require the event organisation lead person to report directly to their recognised point of contact in DCC
Refer to section 4.2  

	Q:
	I’m leasing DCC land to host an event, what type of incidents do DCC require me to report to them?

	A:
	The types of incidents that DCC expect to be reported are: 
· Where a contractor working directly for the tenant organisation or land leaser e.g. event company damaging the fabric of the building or land whilst undertaking work for the tenant 
· Where a member of the tenant organisation or land leaser e.g. event company injuring themselves due to a building fabric/land defect 
· Near misses 
· RIDDOR reportable incidents
Refer to section 4.2  
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