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1.0 
INTRODUCTION
1.1
It is the duty of staff under the Health and Safety at Work Act to report all accidents, incidents and dangerous occurrences, however minor, which occur on School premises or which arise from work carried out on behalf of the School. This responsibility extends to incidents involving children, students, contractors, visitors and other members of the public as well as to employees.

1.2
All members of staff need to be aware of their duty and of the procedures for 
reporting accidents to their managers, to the County Council and to the Health and Safety Executive.

2.0
INCIDENT TYPES
ACCIDENT
An incident where an employee or non-employee is injured as a result of work and/or there is damage to equipment, property or premises. 


(The term “employee” includes part-time, temporary or casual staff; trainees and other self employed person working on site)

NEAR MISS 
An unplanned event that did not result in injury, illness or damage – but had the potential to do so. Near misses are warnings of potential accidents and must be reported.

DANGEROUS 
An incident with the potential to cause injury to a person and/or 

OCCURRENCE
damage to equipment, property and premises which must be reported to the HSE.


This includes situations such as the accidental release of substances which may damage the health of any person (eg. Asbestos) and electrical short circuits or overload causing fire or explosion.


A full list of such occurrences is reproduced in the County Health and Safety Manual (Accident reporting) 
VIOLENT INCIDENT
Where an employee is exposed to verbal or physical abuse, or harassment which may or may not result in injury, illness or damage.

3.0
REPORTING PROCEDURE    

There are three levels of reporting:


a)
local to the School Business Manager

b)
to the County Council (via the Education Health and Safety team);


c)
to the Health and Safety Executive (HSE)

It is appreciated that the accident reporting process can be confusing and the accident reporting flowchart aims to clarify the requirements outlined below.

4.0
REPORTING TO LOCAL MANAGEMENT
4.1 As soon as practicable after an incident, the details should be reported, in writing using the relevant report form to the School Business Manager. Forms must be handed in to the main admin office.

4.2 Report forms can be obtained from the following departments or the main admin office. Science; Design & Technology; PE and the Kitchen.

4.3 Minor injuries (such as playground falls requiring nominal first aid treatment or none at all) may simply be recorded on a First Aid report form. 

4.4 Incidents / Near misses must be reported on the Incident/Near miss report form and handed in to the admin office.

4.5
The circumstances of an incident should be investigated at the earliest opportunity.  Where remedial or protective action is required, then this should be carried out without delay.
5.0
REPORTING TO THE COUNTY COUNCIL
5.1 The Head of establishment must report all accidents and dangerous occurrences to the Education Health and Safety Team on the same day that the incident occurs.

5.2 The "Injury or Dangerous Occurrence Report” (IDOR) form should be used for all accidents, near misses and dangerous occurrences
5.3 The “Violent Incident Report” (VIR) form should be used to report all violent incidents involving employees. (Violent incidents between two children, where staff have not been involved, do not need to be reported to the County Council, but should be reported to the Head teacher.)
5.4 Where the form has been completed by the injured person (or his/her representative), its content should be verified and any appropriate information added to the relevant section.  The content of the form should be restricted to the facts relating to the incident; it should not contain comment or opinion.
5.5 The original IDOR or VIR form should be sent to the Health and Safety team (Education) and a copy retained on site in the Accident Book/File. 
5.6 Completed IDOR and VIR forms should be sent to:

Health and Safety Team (Education) 

Room 4/5 , County Hall ,Pegs Lane

Hertford

SG13 8DF
5.7 When the Health and Safety Team receive report forms, they are read and centrally recorded as part of Councils general monitoring of health and safety matters. Further investigation or recommendations for remedial actions may be made as appropriate. 
5.8 Data on accidents/incidents within CSF are presented within the CSF annual Health and Safety Report.

6.0
REPORTING TO THE HSE
6.1
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) place duties on employers to report serious incidents to the Health and Safety (HSE).
6.2 The responsibility for reporting directly to the HSE rests with the Head of establishment.

6.3 Employee incidents 

    6.3.1 There is a duty to report fatal or major injuries to the HSE immediately by telephone on 0845 300 99 23 or complete the on line form (F2508). It is also necessary to report certain dangerous occurrences and occupational diseases.

6.3.2  The County Health and Safety Manual and HSE website provides guidance on the definition of a major injury, dangerous occurrence and occupational diseases. 

6.3.3  If the accident does not result in a fatal or major injury but the employee is incapacitated from her/his normal work for more than 3 days (excluding the day of the accident), a form F2508 must be completed and sent to the HSE within 10 days of the accident.
6.3.4 It is also a statutory requirement that, where an employee has been injured as a result of a notifiable accident or dangerous occurrence which is a cause of his/her death within one year of the date of the incident, the HSE must be informed in writing as soon as this is known.  Although such cases are likely to be rare, the Head of establishment should take reasonable steps to keep him/herself informed of the progress of any seriously injured employee or former employee.

6.4 Non-Employee Incidents

6.4.1 For reporting purposes, visitors, pupils etc count as non-employees.  The HSE state that an accident to a pupil/young person or visitor only needs reporting to the HSE if:

· the person is killed or taken to hospital from the site, AND 

· the accident arises out of or in connection with work activities.  

6.4.2 An accident must be reported if it relates to:

· the way an activity has been organised (e.g. the supervision on an outing);

· plant or substances ( i.e. lifts, machinery, experiments etc.);

· the condition of the premises.


6.4.3 Incidents that happen in relation to curriculum activities (including sports injuries) and result in a pupil being taken to hospital for treatment are reportable. 
6.4.4 Playground incidents due to collisions, slips, trips and falls are not normally reportable unless they are attributable to the condition of the premises or equipment, inadequate supervision etc.

6.4.5 Like fatal and major injuries to employees, these accidents must be notified to HSE without delay e.g. complete online form http://www.hse.gov.uk/riddor/, or by telephone 0845 3009923. 
6.5 Reporting Methods 

6.5.1 Incidents can be reported to the HSE by :

· Telephone:
0845 3009923

This is the quickest and easiest way to report with no need to complete a form call 
the Incident Contact Centre (Monday to Friday 8:30am to 5:00pm) and speak to an 
ICC Operator who will complete a report form over the phone. You will be sent a 
copy for your records. 

· Online:
http://www.hse.gov.uk/riddor/
The form will then be submitted directly to the Incident Contact Centre. You will be sent a copy for your records.
· E mail: download the form at https://www.hse.gov.uk/forms/incident/index.htm
· Post:
Print out the appropriate form, complete it and post it to 



Incident Contact Centre




Caerphilly Business Park





CF83 3GG

All incidents that are reported to the HSE must also be reported to the Health and

Safety Team (Education) 
7.0
ACCIDENT BOOKS

7.1
Each establishment must maintain a local accident book.  This could be in the form of a ring binder containing a copy of these notes, blank report forms for use and completed report forms but could be kept in an alternative format provided that it contains the relevant details and complies with the Data Protection Act.

7.2
Completed HCC Report forms should be kept in a ring binder separated into employee and non employee incidents.
7.3  Accident records should be retained for at least 3 years after the date of the accident, if the person is above 18 years old. 
7.4  If the person who had the accident is under the age of 18 accident records have to be kept until they reach the age of 18 and three years thereafter.
7.5  There are accident and incident/near miss books located in the Main Admin Office, Science, PE, Design & Technology and the Kitchen.
8.0
ACCIDENT INVESTIGATION
8.1
All accidents, however minor, need to be investigated to determine what action is needed to prevent a recurrence.

8.2
Not all accidents will warrant further action.

8.3 Accidents which are the result of, for example, faulty equipment or damage to buildings or furniture may require one or more of the following to prevent recurrence:

· removal of the damaged or faulty item;

· isolation of the damaged or faulty item and the surrounding area;

· repair of the damaged or faulty item.

8.4
Where an accident is the result of unsafe practices, those practices need to be reviewed and changed.  Risk assessments should be immediately reviewed to ascertain whether additional control measures or changes are required.

8.5
The result of an accident investigation and of the remedial or preventative action, if any, should be recorded.

8.6 Further details on incident investigations can be found in Appendix A and the Accident and Incident Investigation section of the County Health and Safety Manual Section A. 

9.0    FURTHER ADVICE
       Further advice is obtainable from the Health and Safety (Education) team on 


01992 556478

Appendix A

FIVE STEPS TO INVESTIGATING INCIDENTS
Introduction

Factual information is essential and must be obtained through interviews, inspections and written statements. Investigations are vital for establishing why, how, when an incident happened to determine how to prevent future incidents occurring. 

Minor incidents and near misses may not warrant a full and in-depth investigation but it can indicate the future development of severe incidents and prompt you to introduce actions to prevent such incidents arising. Therefore all incidents (near misses minor and sever accidents, violent incidents and dangerous occurrences) should be investigated and the details recorded and kept on site.

How to Investigate in Five Easy Steps

STEP 1: First you need to establish:
· How the incident occurred?

· Who was involved?

· What happened?

· Where did the incident occur?

· When did the incident occur?

· What was happening when incident occurred? (I.e. what activity was being completed or what piece of equipment was being utilised at the time?)

· Were there any witnesses? If so gather names and addresses and ask at a later date for witness statements to accompany your investigation.

· It may be necessary to sketch or photograph the scene to assist the investigation.

STEP 2: Look for possible immediate causes?

·  Did any unsafe acts or conditions cause the event?

Examples of which could be:

· If equipment was being used at time of incident: was the equipment faulty?

· Bad housekeeping or inadequate lighting in the area where the incident occurred?

STEP 3:  Determine if any underlying causes were apparent?

For example: 

· Lack of knowledge or skill of staff?

· Inappropriate supervision?

· Inadequate maintenance?

· Was the person trained to use the piece of machinery?

· Was suitable and sufficient instructions and information given to the person to complete the task or activity?

STEP 4 

After assessing what happened, why it happened and what were the possible causes both direct and indirect determine what remedial actions should be implemented to prevent a recurrence of the incident. Record when these actions should be completed by and review on a regular basis.

For example:

· Do staff need to be retrained? When?

· Does the faulty piece of equipment need to be removed from use and labelled accordingly? If so should this be done immediately?

· Does the work environment need to be reorganised?

· Do working procedures need to be reviewed?

STEP 5

Record all investigations, and attach to incident report forms (Injury and or Dangerous Occurrence Report (IDOR) form or Violent Incident Report (VIR) form.)  
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