SILCOATES

Accident Reporting Policy

Scope and Purpose

This accident reporting policy applies to occurrences involving pupils, staff, visitors and any
other user of the school premises.

All accidents that occur on the school premises must be dealt with and reported as soon as
possible in accordance with the procedures detailed in Appendix A.

Timely reporting of accidents enables the school not only to deal with matters rapidly to
ensure the best outcomes for those involved but also to expedite any investigations and
increases the likelihood of important findings. The sooner the cause of details of an accident
are identified, the sooner the school can establish preventative or mitigating measures for
the future.

What should | report?
The school expects staff to report all pupil accidents no matter how minor.

Minor injuries to staff such as small cuts or non-extensive bruises etc, that would not
normally require action on behalf of the school, do not have to be reported (although staff
may choose to do so should they wish).

All accidents that involve (or could have involved) more severe injuries and require actions
of investigation by the school must be dutifully reported. Staff are obliged to report any of
the following;

e All accidents involving pupils

e Any injury that requires medical care or hospitalization

e If an ambulance is called (e.g. where the School Nurse is not involved — at an away
fixture)

e Any blows or injuries to head, skull or face

e Occurrences of loss of consciousness, being knocked out, concussion

e Damage to any of the senses (i.e. partial of complete loss of hearing, sight, etc)

¢ Incapacitation, dislocation of or breaks to limbs that hinders functionality and
movement (including paralysis and amputation)

e Damage to the skin (burns, bruises or cuts)

e Blows or injuries to the spine, back of ribs

e Harm to the nervous system of loss of consciousness

e Poisoning

e Contamination from hazardous substances or transmission of disease
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Staff are also required to report occurrences that may not have involved injuries or victims
but could be potentially dangerous in that respect if repeated. These include but are not
limited to:

e Slippery surfaces

e Uneven surfaces (i.e. paving slabs, paths, curbs etc)Broken or cracked windows/glass
and or door and window frames

e Water leaks

e Gas leaks

e Collapses of walls, ceilings etc

¢ Inadequate electrical insulation of circuits

These occurrences should be reported as soon as possible using the following email link;

maintenance@silcoates.org.uk

Reporting Procedure

When a member of staff witnesses, is involved in or becomes aware of an incident, they
must report it as follows:

e To the School Nurse
e To their line manager, Head of Faculty or Department, or a member of the SLT

Staff should be familiarise themselves with, and follow, the Accident Procedures outlined in
Appendix A.

An Accident Form must be completed by the relevant member of staff for all pupil
accidents and for all reported accidents involving adults.

Accident Form

The relevant member of staff should complete, and sign, a school Accident Form, Appendix
B, in a timely fashion and as soon as possible following an occurrence. Information should
be provided, in as much detail as possible, on the following:

e Place of the incident

e Date and time of the incident

e Pupils/individuals/staff involved or injured

e Their position or involvement in the accident
e Their actions immediately after the accident
e Prevailing weather conditions, if outdoors
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Data Protection Act 2018

The data supplied on the school’s Accident Form is covered by the Data Protection Act 2018
and as such will be treated as confidential data used to enable the school to comply with its
statutory obligations, to process insurance claims, to monitor health and safety and to
implement appropriate remedial actions. Summary Data (anonymised, wherever possible)
will be presented in a termly report to theSschool’s Health & Safety Committee of the
Board of Governors.

RIDDOR

There are legal requirements, Appendix C, placed on employers, and schools, to report
certain specified accidents, dangerous occurrences and occupational diseases to the
enforcing authorities under the Reporting of Injuries, Disease and Dangerous Occurrences
Regulations 1995 (RIDDOR).

The School Nurse, in conjunction with the Bursar, shall ensure that the school is compliant
with these obligations.

The School is fully committed to ensuring that the application of this policy is non-discriminatory in
line with the UK Equality Act (2010). Further details are available in the School’s Equal Opportunity
Policy document.

Reviewed by: Mrs Alkadi — School Nurse
Mr Vincent - Bursar
Date of last review: Date of next
April 2023 review: April 2024
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APPENDIX A: ACCIDENT PROCEDURES

[ Injured person J

PUPIL

GENERAL

STAFF AWARENESS

(of incidents)

VISITOR
PARENT

| ,

R nsibl Minor
€sponsibie Reportable Occurrence - no
member of occurrence school action

staff/Staff

required

in Charge of

B

:

ALL Staff
NURSE QLT
(or First Aider)
First Aid Administered AMBULANCE
NEEDED

ACCIDENT FORM

(must be completed for all reportable —>
occurrences)

RIDDOR

}

BURSAR

INVESTIGATION

l

‘ REMEDIAL ACTIONS ‘

s = G

@ﬁ?b,

Head: Mr Chris Wainman
BA (Leeds) PGCE (Sheffield) MA (Warwick) NPQH (UCL)



SILCOATES

SILCOATES

Accident Report Form

Fill out the form to report each accident that has taken place.

All original completed forms must be given to the School Nurse on the day of the accident to store in the
Accident Log File.

Date of Accident Time of Accident

Name of injured Pupil/Adult

Pre-School/Class/Form/Staff/Visitor/Parent

If Pre-School to Year 2 — Signature of Parent

Person completing this form Position

Signature of person completing this form

Copy of completed Y/N

Date form completed
form to Nurse

Description of accident: [Slip/Trip/Fall, Collision with other child,
Collision with object, Sports Injury, Injury from equipment, Other]

Location of accident: [i.e. Playground, Classroom, Hall, Climbing Frame, Pitches, MUGA etc]

Prevailing weather conditions: [i.e. Raining, wet, slippery, dry, sunny, windy, overcast etc]

Treatment given: [i.e. ice pack, plaster applied, sterile cleansing wipe, dressing applied etc]
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FRONT BACK

Circle and mark as appropriate:

Bump to head

Enclose Bump to Head letter to parent
Bump/bruise

Cut/graze

Damage to teeth

Irritation to eye

Nosebleed

Splinter

Sprain/strain

Break

Bite/sting

Other: .

Follow up — Please indicate one, or more, of the above as appropriate.

e Returned to .....cceeveureunenne. (class/playground etc) as child well enough to remain at school
e Sent to School Nurse

e Parent/Guardian contacted. Time of contact............... Staff Name....oeeeevceieieees

e Collected by Parent/Guardian and taken home. Time collected.......ccccooevvrereeeevereerernnne.

e Collected by Parent/Guardian and taken to Doctors/Walk in Centre/Hospital.

Time collected ....ovvvvvveeceieicieecens

Post-accident events (to be completed by Nurse, Bursar, SLT)

Please indicate one, or more, of the above as appropriate.

e Reported to HSE under RIDDOR [School Nurse]
e Accident investigation report completed [Bursar]

e Remedial Actions Remedial Actions Taken
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Incident reporting in schools (accidents, diseases
and dangerous occurrences)

Guidance for employers
HSE Information sheet

Intreduction

This information sheet gives guidance on how the
Reporting of Injuries, Dissasse and Dangercus
Occurrences Reguiations 2013 [RIDDOR) appily 1o
schools. Most incidents that happen in 5chools or

on Scnool tips do not need 10 be eportad. Onby in
imied crcumstances will an incidant nead notfdng to
the Heath and Safety Executive (HSE) under RIDDOR.
The information shest gives practical guidance to
SCN00IS about what they need 0 report and how 10
do it

What needs to be reported?

RIDDOR requirss empicyers and oihers in control
of premisas t0 report certain accidents, diseasss
and dangertus OCCurrences arising out of or in
connection with work.

This informatson shest includes cxampias of the
incidents that cometimes result from sChoOIE" activities
and are raportable wundor RIDDOR. The cheet contans
thiree sections, which cover:

W injuriss and @l health imvohing empioyess
(Section 1);

W injuriss imvohdng pupils and other peopis not at
wirk (Section 2);

B dangenDus OoCurmances (Section 3).

Who should report?

The duty to notify and report rests with the
‘responGiDie person’. For iNcidents imvohing pupils
and school staff, this is normally the main smpioyer at
the schocl The education pages on HSE' s wabsis
at wwaw NBE.gov.LkBeNiCeE/education provids
information about who the employer & in different
fypes Of 5ChooIS.

Soma school empioyers May Nave corraly

Education Information Shest Mo1 [Revigion 3)

May be delegated 1o the sChool management tsam.
Thie hedaith and safety policy Should 5ot out the
recponsibilitiss and arrangements for reporting in
sach school.

Incadants imaohing coMmractons workang on school
praMmises are Normally reportabie Dy their empicyers.
Contractors could De, o] builders, mairtanance staff,
Cleanert or catering staf.

If a sof-ompioyed COMtractor is working in school
premisss and they suffer 2 specifisd injury or an
Cver-soven-day injury, the person in control of the
premisas will De the responsible parson. (See HEE'S
RIDDOR web pages at www.Nea.goy. uk/riddor for
more detail on the reporting arrangements for salf-
empioyed peopie.)

Who do | report to?

For ganeral advice about how 10 raport, 5oe HSE'S
RIDDOR wab pages. You can report all incidents
oniing and thers i a telsphone sanics for reporting
fatal and specified injuriss only. Reporting detais
for out of howrs INcidonts are avalable from HSEE
out Of Nours web page at www.nse.gov.ulkvcontact’
contact mtm.

For incidents On EChoal pramises involving mermibers
of staff, pupils or viskors, HSE is the enforcing
authory and you Should Submit your repors o
them. HSE it als e enforcing awihority for Nursarny
provision provided and operated by local authortios.
For privately run nurseny SChools, the iocal authority is
the enforcing authority.

What records must | keep?

Yiou Must koap records of

W any reportable death, spacifiad injury, tissass
Or dangenus OCCUrence that requinet reporting

co-ordinated reporting procedurss. In others, reporting under RIDDOR;
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m  al occupational injuriss wihers a worker is away
frioim work Or inCapacitated for more than threa
conseCutive days. From 6 April 2012 you don't
have to report over-three-day injuries, but you
muet keep a record of them. Employers can
recond these imunes in their accident Dook.

You Must keep reconds for at least tree years after
the incidant.

Section 1: Injuries and ill health to
people at work

Under RIDDOR, the responsible parson must report
thie following work-related accidents, including those
Caused by physical wiolence, if an employes is injured,
wiherever ey arg working:

W accilents which result in death or a specifiad injury
must Do reported without dalay (ee *Reportabia
specifiod inuriss’);

B accidents which prevent the injured person from
COntiMuing their NOrMal work 50r MOors than sowen
days (not counting the day of the accidant, but
NCluding weekends and other rest days) must be
raported within 15 days of the accident.

The responsible parson Must Ao report any case

of a work-rolaied disaase, specified under RIDDOR,
that afects an empicyes and that a doctor confimms
in writing (see ‘Reportabie dissases’). You can find
detaied guidance about RIDDOR reporting and oniing
raporing procedurse @t www.hsa. gov.uk/riodon
roport.nim.

if yOu are in Controd of Dremises, you ane also roquired
to report arty work-related deathe and certlin injuriss
10 Betf-empioyed peopie fat ke pace while they ars
wirking &t 16 profmises.

Reportable specified injuries
Thess includs:

B fractures, other than o fngers, thumits and toss;

B amputations;

B any injury ikety to lead to permanent loes of sght
or raduction in sght;

B any crush injury 10 the head or f0rss causing
damage 10 the Drain or internal organs;

B Senous Durnt (including SCalsng), which:
— cover mors than 10% of the body; or
- Cawse significant damage to the eyes, respratony
syeiem or other vital organs;

B any ScAping reguinng hospital treatment;

B any 058 of CONGCIoUENEES Cawsad by head injury
Or aspMyzaa;

Incidant mpcrting in schocis jaccidants, dsasses and daNgamUs GooUSTNCRS]
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W any other iNjury ansing from working in an enciosad
5pace which:
— leads t0 hypotherma or Reat-induced liness; or
— reqQuiras recuscitation or admittance o hocpital
for more than 24 nours.

Phyeical violence

Some acts of non-consansual physical violence o

a parson at work, which result in deaih, a specifiea
injury or a perscn being iNcapaciated for over Seven
days, ans reportable. In the case of an over-sevan-day
injury, the incapacity Must anse from a physical injury,
not a peychological reaction to the act of vioknca.

Examples of reportable iNjuries from olenca include
anmmﬁnmmataacharsmmaspacﬁaﬂ
njury because a pupil, colleague or Mamber of the
pubEC assaults them whis on school premises. This
iz reportable, Decauss it aises out of Or in Connection
with work,

Reportable occupational diseases

Emphkoysrs Mutt report ocoupational disoasss when
they recaive a writtsn diagnosis from a doctor that
their empioyee has a reportabie dissase inked 1o
OCCuUpational exposund. (568 www. NSe.gov.ulkeiddor
for details of the reporting arangements for self-
Empicyed peopie.)

These inciude:

m carpal tunnel Symdmme;
B Severs Cramp of the hand or forearm;

W OCcupational dermatitis, e fom work imvehing
StrONg acids or alkalis, iNChuding domestic Disach;
hand-arm vibration syndrome;
oCcupational asthma, eg from wood cust and
soldering using rosin fius:;

tendonitic or tenosynovits of e hand or fonsarm;
any oocupaticnal cancan

any giseass attibuted t0 an chCupational exposure
to a bioiogical agent.

Stress

Winrc-reiated strots and Stross-related dnecsss
(iNCiuding post-traumatic cirecs disorder] are not
reportabia under RIDDOAR. To be reportable, an injury
mMust Nawe resulted from an ‘accident” arsing out of or
in conmaction with wrk.

I ralation t0 RIDDOR, an accident is a discrots,
idantifiaie, unintended incident wich causes physical
injury. Strecs-related conditions wsually recult from

a projonged pericd of pressura, often from many
factors, Not just one distnct event.
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Section 2: Incidents to pupils and other
people who are not at work

Njuries to pupls and wstors who are imohed inan
accident at schoal or on an actiity organised by
thie ECNOOI are only repa—table under RIDDOR i ihe
accident recuts in:

m the death of the person, and arces out of or in

m  an injury 18t ross out of or i connection wah
a work activity and the person it taken drcty
from the Scens of the accident to hospital for
treatTant (Examinations and diagnostic tests do
not constitute reatmant.

The Este of specified injuries and diseasss descrbed
in Section 1 only apphy to eMployess. I a pupil injured
in an incident remaing at schocd, is taken home or is
siMply absant from school for a numbar of days, the
incident it not reportable.

How do | decide whether an accident to a pupil
‘anges out of or ie in connection with work"?

Thie responsibie parson at the school should conGider
whisther the incident was causad Dy:

W a3 failure in e way a work actvity was organised
{60 iNADegquate Supenition of 4 fisid tip);

m e way equipment or substances were usad feg
ifts, machinery, exparments otc); and/or

B e CONGFGoN of te promises (g pocrly Maintained
or sippary floors).

50, if a pupd & taken to hospital afor breaking an
arm during an ICT class, folowing a fall over a trailing
cabie, the incident would De reportable. Fa pupil

is taken to hospital becawss of 2 Medical condition
{8 an asthma attack or apioptic seiurs) this would
not be reportable, as it oed not recult friom the work

This maans that mamy of the common incidents
that cawss injuries 10 pupls at schodl tend mot to
e reportable under RIDDOR, as they oo not arse
direCtly from the way the school undertaias a work
activity. Romamber, in all thaso cases, youw only nood
10 consider reporting where an accident resulta
in a pupil’s death or they are takan directly
from the scene of the accident to hospital for
treatment. There iz no nesed to report incidents
where people are taken to hospital purely as a
pracaution, when no injury iz apparent.

Incidant mpcrting in schocis jaccidants, dsasses and daNgamUs GooUSTNCRS]
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What about accidents to pupile during eporte
activitiea?

Mot al sports injuries to Pupis ane reportabls under
RIDDOR, as organised sporis activibes can lead
10 Sports iNjuries that are NOt connected with how
&ChOOIE Manage the risks from the activity.

The aasemtial t8et is whether 16 acCitent was caused
by the condition, design or maintenance of the
Promises Or equipment, or becauss of iNadequats
arangements for Supenasion of an activity. § an
accident that racults in an injury arses becauss of the
normal rough and tumile of a game, the accident and
rBEUHNG injury wowkd Not be reportabls. Examples of
reportabia incidants inciude whars:

m  the condition Of the premises or Sports aguipment
was a factor in the incident, eg whers a pupil Slips
and fractumes an arm bacawss a member of staff
had polished the sports hall fiocr and left it too
SEppery for sports; or

m  thems was inadequate superision to prewvent
an incadient, or fadings in the onganisaton and
management of an event.

What about accidente to pupile in a playground?

Most plapground accidents duws 10 COllisions, SEps,
tripe and falis are Not normalky reportabie. INcients
are only reporkabie where the injury regults in a pupi
gither Deing kdled Or taken dirsCty 10 a nospaal for
troatment. Either i& only reportable # they were caused
by an accident that happensed from or in connecton
with @ work activity.

This includes incidents ansing Decausa:

W the condition of the Dremises or BQuIpMEnt was
poor, & bady Mairtained piay squipment: or

W the 5chool had not provided adequats Supension,
80 whers paricular isks wens ideniied, but no
AcHON Wi taken 10 Provids SuRahie SUPervSion.

Phyeical violence

Violence betweon pupils i a school discipline matter
and not reportable undar RIDDOR, as & doas not anss
Out OF Or in CONMBCEon with a work actty.

COther ecenarios

Injuries fo pupilz while travelling on a school bus

If another vehicle Strias the school bus while pupils

are getting on or off and pupis ams injurad and taken
to hoepital, this i normally reportable undar RIDDOR.
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HOwever, you 00 N0t have to report dedths and
injuries recuting FOM a road traffic accident invoiving
a school vehicls fraveling on the pubic Righway undar
RIDDOR. These are classed as road trafic incidents
and ars imesetigated by ihe police.

Incidentz invalving pupilz on overszeas frips
RIDDOR only applies to activitiss which take place
in Great Britain. So, any incident oversaas i not
raporiable to HSE.

Incidentz to pupils on work axperience placements
If pupils are on a taining scheme or work: placermant,
they are deemed 10 De empicnyeas for the padod of
the placemant. In these circumstances, the empiloyer,
ac the recponsiDlo person, Ehould report a doath,
injury Or diseass t0 a pupil, which anses out of Or in
reporting categones for employeas ic applicable.

Section 3: Dangerous occurrences

Thess ars GPECIHad Near-Miss evarts, wiich ara oniy
raporiable if Ested under RIDDOR.

Reportabio dangercus 0CCUrences in schoals typically
inClude:

m the colapes or fiure of load-bedrng pars of Fs
and fifting equipment;

B the accidental réease of a bicogical agent likety o
CAUSE Severs Numan ilness;

m e accidental relsase or 6ecape of any substance
that may causs a eenous iNjury Or damage to
neat;

B an eleciical short Gircuit or (veroad causing a firs
Or BxpinGion.

Supplementary information
Congultation
Unider the Safoty Fepresentatves and Saity

Committaas Reguiations 1877 and the Haatth and
Safety (Consulttation with Employeas) Regulations

1006, employers Must Make reevant eaith and safety

doCurments availabie 0 safely representatives.

This inchudes records kept under RIDDOR, except
whers they reveal personal haalth irFormation
about individuals. Furthar information ic anadabie in
Caonzwiing employess on heath and saikhy: A brief
guidie to the kaw Leafist INDG222{evd) HSE Books
2013 www NES.QOv.Lk/PUDNEMAg232 Ntm.
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Reporting requirements of other regulators

There May be Othar reporting requirsmants piaced
on schools by other regulatons in the education
sector. The requireMants of thate CNer reguiators are
separate o, and distnct from, the legal duty to report
incidents undsr RIDDOR.

Further information

For information abowt neaih and saiety, or b0 report
iNCconsistancies or INAcCuracias in this guidance, wvist
wiww NE8.00v.LKY. ¥Ou Can visw HSE guidance onling
and ordaer priced pubkcations from the website. HSE
priced publications arme also avalable from Dockehops.

Thiss uidkance is isswad by the Haaith and Safcly
Exacutive. Folowing e guitancs is not Compuisry,
UMIGEE Speciically stated, and you are frae 1o take
oiher ackon. But if you Oo foltw the guidancs you
will oMty be doing enough 1o comply with the w.
Hsalth and safety NEPECciDrs Baek 10 SeCUe complance
with the law and miay refor 10 this guidanca.

This informaton sheot is avalabie at:
wiww NGB .Q0v.uk/pubnsiads ] ntm.

@ Crown copyright If you wish 10 reuss this
information visit www_Nse. Q0w uks'Copynghthirm for
details. Frst published 1013,
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