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Incident and Near-Miss Reporting Procedure
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1. Purpose

This procedure establishes SSC's system for reporting, recording, investigating, and learning from
incidents and near misses, as required by the Ports & Marine Facilities Safety Code (April 2025), Code
6.6 and 6.19-6.23.

It applies to relevant incidents and near misses occurring during SSC's activities, whether on the
water, on the slipway, or on SSC premises. It applies to all members, temporary members, visitors,
and volunteers.

This procedure supplements the SSC Emergency Action Plan, which covers the immediate response
to major incidents. This procedure covers the reporting, recording, investigation, and learning process
for incidents and near misses that fall within the reporting thresholds set out in §3.

2. Definitions

Incident: An unplanned event that results in injury to a person, damage to a vessel or property, or
harm to the environment.

Near miss: An unplanned event that did not result in injury, damage, or harm but had the potential to
do so.

Reportable incident or near miss: An incident or near miss falling within one of the categories in 83
(What to Report). Not every incident or near miss is reportable to SSC — routine bumps, scrapes, and
recoverable capsizes are managed in the day’s debrief.

RIDDOR-reportable incident: An incident that meets the reporting thresholds under the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 2013 — principally death, specified
injuries, or dangerous occurrences. If SSC has employees, RIDDOR applies directly; if not, the
common law duty of care and PMSC expectations still require equivalent recording and investigation.



MAIB-reportable accident: An accident involving a vessel that results in death, serious injury, or the
loss or presumed loss of a vessel, or any incident that causes a hazard to navigation. Reportable to
the Marine Accident Investigation Branch within 24 hours under the Merchant Shipping (Accident
Reporting and Investigation) Regulations 2012 (MGN 564).

3. Reporting — How to Report
SSC uses a digital reporting form accessible via:

e QR codedisplayed at the clubhouse (by the signing-on area, in the safety boat preparation
area, and in the bar)

e Directlink on the SSC website: https://forms.office.com/e/1bAiV0idez?origin=lprLink
o Direct link sent to Race Officers and safety boat drivers at the start of each season

The form can be completed on any smartphone or device. Reports can be submitted by anyone —
members, temporary members, visitors, Race Officers, safety boat crew, or shore contacts.

Reports should be submitted as soon as practicable after the event. For incidents involving injury or
vessel damage, the Race Officer should ensure a report is submitted on the day. For near misses, a
report within 48 hours is acceptable.

If the reporter does not have access to the digital form, they should inform the Race Officer or any
Committee member verbally. That person is then responsible for submitting a report on their behalf.

Anonymous reports are accepted. The name field on the form is optional. SSC values all reports and
will not penalise anyone for reporting an incident or near miss in good faith.

4. Reporting Form — Fields
The Microsoft Form should capture the following information. Fields marked * are required.

Section 1: Basic Information

Field Type Required Notes

Date of incident/near )
. Date picker *
miss

Time (approximate) ~ Short text


https://forms.office.com/e/1bAiV0idez?origin=lprLink

Field Type

Your name Short text

Your role at the time

Safety boat crew / Shore contact / Other

Contact email or

Short text
phone

Section 2: What Happened

Field Type

Required Notes

Optional — anonymous reports
accepted

Dropdown: Member / Temporary member / Visitor / Race Officer / Safety boat driver /

Optional — needed only if follow-up
may be required

Required Notes

Checkboxes (select all that apply): Serious Capsizes/ External Collisions / Crew Routine bumps, scrapes, and

Type of event Overboard /Injury / Emergency Services Callout / Safety Equipment Failure / Club Boat

*

recoverable capsizes are not expected

Failure / Environmental Incidents / Serious Near-Misses / Safety Concerns / /Other to be reported

Location

Description Long text

Qond|tlons at the Short text
time
Vessels involved  Short text

Other persons or

. Short text
vessels involved

Section 3: Consequences

Field Type

Was anyone injured?

If injured, brief details Long text

Was any vessel or
property damaged?

If damaged, brief details ~ Short text

Was there any
environmental impact?

Section 4: Response

Field

What action was taken at the time?

Was Shoreham Port notified?

Were emergency services called?

Dropdown: On the water — sailing area / On the water — harbour channel / On the
water — harbour entrance / Slipway / Club compound / Clubhouse / Other

Dropdown: No / Yes — minor (first aid only) / Yes — required medical treatment /
Yes — required hospital treatment / Yes — serious injury / Yes — fatality

Dropdown: No / Yes — minor / Yes — significant

Dropdown: No / Yes — fuel spill / Yes — other

Type

Long text

Dropdown: Yes / No / Not applicable

Checkboxes: None / Coastguard / RNLI/
Ambulance / Police / Fire

*

"Please describe what happened,
including what led up to the event and
what happened afterwards"

Wind, tide, visibility, other relevant
conditions

Sail numbers, boat types, safety boat
ID if relevant

Including commercial vessels,
kayakers, swimmers etc.

Required Notes

Nature of injury, first aid given,
whether ambulance called

Required Notes

Rescue, first aid, emergency services called, race
abandoned, etc.



Field Type Required Notes

Were the Coastguard or RNLI involved in

the response? Dropdown: Yes / No

Section 5: Learning

Field Type Required Notes
In your view, could this have been prevented? Long text "What, if anything, could SSC do differently to prevent this happening again?"
Any other comments Long text

Form submission confirmation message: "Thank you for your report. All reports are reviewed by the
Trustees and the Committee. If you left your contact details, we may follow up with you. Your report
helps make SSC safer for everyone."

5. Incident Log

All reports submitted via Microsoft Forms feed automatically into an Excel spreadsheetin SSC's
Microsoft 365 SharePoint or OneDrive. This spreadsheetis SSC's incident log — the "database or
system to record incidents, including near misses" required by Code 6.6.

The Treasurer (on behalf of the Trustees) are responsible for:
¢ Monitoring the incident log for new reports
e Adding a status column to each report: Open / Under investigation / Closed

¢ Adding an outcome column: recording any actions taken, investigation findings, or changes to

procedures

o Flagging any report that may meet MAIB or RIDDOR reporting thresholds to the Commodore
and Trustees immediately

e Presenting a summary of the incident log at each Committee meeting as a standing agenda

item

Access to the incident log should be restricted to the Committee, the Trustees, and the Port Liaison.



6. MAIB Reporting — Immediate Action Required

If an incident meets any of the following criteria, it must be reported to the Marine Accident
Investigation Branch within 24 hours:

¢ Death of any person

e Serious injury to any person (injury requiring hospitalisation for more than 24 hours, fracture of
any bone other than fingers/thumbs/toes, loss of a limb, permanent loss of sight, or any other
injury leading to incapacitation for more than 72 hours)

e Loss or presumed loss of any vessel
e Anyincident that causes a hazard to navigation
MAIB contact: 023 8023 2527 (24-hour reporting line)
Reference: MGN 564 — Accident Reporting and Investigation
The Race Officer or Commodore should also notify:
e Shoreham Port Authority (VHF Ch14 or telephone) immediately
e The Commodore and Trustees as soon as practicable
e SSC'sinsurer as soon as practicable

The Emergency Action Plan sets out the immediate response procedures. This procedure
supplements the EAP by ensuring the reporting and investigation follow-through is completed.

7. Investigation Procedure

Not every report requires a formal investigation. The Treasurer, in consultation with the Commodore,
determines the level of investigation appropriate to each report:

Level 1 — Log and note. For minor near misses with no injury, no damage, and no systemic issue
apparent. The report is recorded in the incident log with a brief note. No further action required unless
a pattern emerges.

Level 2 — Brief investigation. For incidents involving minor injury, minor damage, or a near miss that
suggests a gap in controls. The Treasurer (or a Committee member with relevant knowledge) reviews
the report, speaks to those involved if necessary, and records a brief written finding in the incident log:
what happened, why, and whether any change to procedures or controls is recommended.

Level 3— Formal investigation. For serious incidents — significant injury, major damage, MAIB-
reportable events, or any event where the existing risk assessment or controls appear to have failed.
The investigation should be conducted by a Committee member not directly involved in the incident,
or by the Port Liaison if appropriate. The investigation should identify:

¢ The sequence of events
¢ Theroot cause or contributing factors

¢ Whether existing risk controls were in place and followed



e Whether the risk assessment adequately identified the hazard
¢ Recommended corrective actions, with owners and target dates

The findings of a Level 3 investigation are presented to the Trustees in writing.

8. Learning Loop

The purpose of reporting is not blame — it is learning. SSC's reporting culture should encourage open
and honest reporting without fear of penalty.

The learning loop works as follows:

e After each sailing day: The Race Officer reviews any incidents or near misses that occurred and
ensures reports are submitted

e Ateach Committee meeting: The Treasurer presents a summary of recent reports and any
open investigation findings. The Committee decides on any actions. This is a standing agenda
item.

¢ Annually: The Trustees review the incident log as part of the MSMS review. The Port Liaison may
also review the log on request. The review assesses whether: reports are being made (a club
with zero reports may indicate under-reporting rather than perfection), investigations are
conducted where appropriate, lessons are being fed back into risk assessments, and any
patterns or trends are identified.

¢ Risk assessment updates: If an incident or investigation reveals a risk not currently assessed,
or suggests that existing controls are inadequate, the relevant risk assessment (Sections 3 or 5
of the MSMS) is updated. Changes are approved by the Trustees as Duty Holder.

9. QR Code Deployment

Print the QR code linking to the Microsoft Form and display it in the following locations:
e Signing-on area— where Race Officers and members check in before sailing
o Safety boat preparation area— near the fuel store / garage

e Clubhouse bar —visible after sailing, when members are most likely to reflect on the day's
events

e SSC website — alongside the direct link to the form
The QR code and link should also be included in:

e The pre-season communication to members

e The Race Officer briefing pack

e The safety boat driver briefing checklist



SSC Incident and Near-Miss
Internal Reporting System

Seen something? Had a near miss? Report it.

Scan the QR code below or visit: https://forms.office.com/e/1bAiV0idez

Relevant incidents and near misses should be reported using the SSC Incident and Near-Miss
Report Form.

The form takes approximately two minutes to complete on any smartphone or device.
Anonymous reports are accepted.

What to report: (Routine bumps, scrapes, and recoverable capsizes are not expected to
be reported.)
e Serious Capsizes: anyone trapped, requiring medical attention, or where the crew
couldn't recover the boat and had to be taken aboard the safety boat.
e External Collisions: contact or near miss with commercial vessels, moored boats, or
harbour infrastructure.
¢ Crew Overboard: safety boat or committee boat crew unexpectedly in the water.
¢ Injury: any injury on club water or premises requiring GP, paramedic, or A&E
treatment.
¢ Emergency Service Callout: RNLI, Coastguard, or Ambulance — even if stood down.
o Safety Equipment Failure: safety boat engine, steering, kill cord, VHF, or other club-
managed safety gear (lifejackets, tow lines, first aid kit) while on duty.
¢ Club Boat Failure: mast, hull, or rigging failure on a club-owned boat.
¢ Environmental Incidents: fuel or oil spill, or significant pollution.
o Serious Near-Misses: close calls with clear potential for serious injury or structural
damage.
¢ Safety Concerns: anything that makes you feel a person or vessel is at unnecessary
risk.
When to report:
e Incidents involving injury or damage: on the day
¢ Near misses: within 48 hours
e Ifin doubt: report it

What happens to your report:

Reports feed into the SSC incident log maintained by the Treasurer on behalf of the Trustees.
Reports are reviewed at each Committee meeting. The Trustees review the log annually. The
Port Liaison may review on request.

Your report helps SSC identify risks and improve safety for everyone.
For major incidents, also follow the Emergency Action Plan and use the Emergency Incident Log for real-time recording.

For full details of the investigation procedure and reporting thresholds (including MAIB), see the
SSC Incident and Near-Miss Reporting Procedure.


https://forms.office.com/e/1bAiV0idez

10. Data Retention

Incident reports and the incident log are retained for a minimum of 6 years, consistent with the
limitation period for civil claims and HMRC record-keeping requirements for fuel duty relief. The
Treasurer is responsible for ensuring the Excel incident log in Microsoft 365 is backed up and not
inadvertently deleted. SSC's Microsoft 365 for Charity subscription includes OneDrive/SharePoint
storage with version history, which provides a degree of protection against accidental deletion.

11. Review

This procedure is reviewed annually as part of the Trustees' MSMS review, or sooner if an incident
reveals a gap in the reporting or investigation process.

Version Date Approved By Reason

1.0 12/5/2026 Trustees First formalincident and near-miss reporting procedure under PMSC



