SILCOATES

Accident Reporting Policy
(Accident, Incident, Near Miss and Occupational Disease Reporting
and Investigation)

Aim

Our primary aim is to prevent all accidents, incidents and occupational disease from occurring. We
want to protect all employees, pupils, visitors, and others that may be affected by our activities so
that everyone goes home safely at the end of the working day. In our efforts to achieve this, we
record all accidents and occupational diseases, and actively encourage the reporting of incidents and
near misses.

This policy applies to all staff, pupils, parents and visitors to the school and should be read alongside
these other policies:

e First Aid Policy
e Visitors Policy
e Allergy 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.

Definitions

ACCIDENT: An accident can be defined as any unplanned, unwanted event (including an act of
non-consensual physical violence) that results in personal injury or; damage to, or loss of, property,
plant or materials; or damage to the environment. All accidents, no matter how trivial they may
seem, need to be reported and recorded. This can range from a small cut or bruise, to the fracture
or amputation of a limb, or death.

INCIDENT: An incident can be defined as any unplanned, unwanted event that is not an accident or
near miss but that has negative consequences e.g., an incident of verbal abuse or threatening
behaviour against an employee.

NEAR MISS: A near miss can be defined as an unplanned event that does not result in personal
injury, death or damage, but has the potential to do so. For example, a shelving unit coming away
from the wall and falling, narrowly missing a pupil or member of staff.

OCCUPATIONAL DISEASE: An occupational disease is a work-related disease or condition as defined
in the Reporting of Injuries, Disease and Dangerous Occurrences Regulations (RIDDOR) 2013, which
has been confirmed by a medical practitioner, e.g., occupational dermatitis. For a summary of
reportable occupational diseases, please visit:
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http://www.hse.gov.uk/riddor/occupational-diseases.htm

What should I 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 unless patterns or trends emerge,
but may be recorded at the employee’s discretion.

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)
® 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)
® Blows or injuries to the spine, back of ribs
e Harm to the nervous system or loss of consciousness
® Poisoning
e Contamination from hazardous substances or transmission of disease
Near Misses

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:

Slippery surfaces

Uneven surfaces (i.e., paving slabs, paths, curbs etc.)

Broken or cracked windows/glass and or door and window frames
Water leaks

Gas leaks

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

Occupational Diseases

Staff must report any suspected work-related ill health to the Bursar, who will ensure that a record is
kept. This will then be investigated in a similar way as other untoward incidents, with further
medical advice being sought where necessary.
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When a member of staff witnesses, is involved in or becomes aware of an incident, they must report
it as follows:

Reporting Procedure

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

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

Any accident or incident involving alleged assault, restraint or a safeguarding concern must also be
escalated immediately to the Head and DSL as appropriate.

Accident Form

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

If an accident is serious (i.e. if the injured person has been taken to hospital, or an employee is likely
to require time off work, the Bursar must also be informed as soon as possible.

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:

Place of the incident

Date and time of the incident
Pupils/individuals/staff involved or injured
Their position or involvement in the accident
Their actions immediately after the accident

Prevailing weather conditions, if outdoors

Training

Staff are instructed on this policy as part of the induction process.
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 2013 (RIDDOR).

Information on the types of accidents, incidents, near misses, and occupational diseases that are
reportable under RIDDOR 2013 is available at:
http://www.hse.gov.uk/riddor/reportable-incidents.htm and advice specific to schools is available at:
http://www.hse.gov.uk/pubns/edisl.pdf

Generally, RIDDOR 2013 requires the reporting of work-related accidents that result in:

¢ The death of any person;

e Specified or Major injuries to workers (e.g., fractures, amputations etc. Please refer to above links
for full guidance);

e Over 7-day incapacitation of a worker; and
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e An injury to a member of the public (or any other person not at work), arising out of or in
connection with the School’s work activities, whereby the person is taken directly from the scene
of that accident to a hospital for treatment to that injury. N.B. this includes pupils.

RIDDOR also requires the reporting of:

¢ Occupational diseases as outlined in the regulations (please refer to above links for details); and
¢ Dangerous occurrences as outlined in the regulations (please refer to above links for details).

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

Investigations

All reported accidents, incidents, near misses and occupational disease are reviewed by the Bursar,
to determine the immediate, underlying and root causes, with a view to ensuring that effective
remedial actions are taken to prevent recurrence. An example of the Investigation Form can be
found at Appendix D.

Where the accident/incident/near miss caused, or had the potential to cause, serious injury, an
investigation is conducted by the Bursar together with other relevant staff and recorded on the
Accident/Incident/Near Miss Investigation form (appendix A). The investigation includes taking
photographs (where relevant), obtaining signed witness statements, and collating copies of all
relevant documentation (e.g., training records, risk assessments, maintenance records etc.).

Findings of the investigations will be communicated to relevant staff, and discussed at Health and
Safety Committee meetings.

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 the School’s Health & Safety Committee of the Board of Governors.

Record Keeping

All records relating to accidents, incidents, near misses and occupational disease are filed
confidentially and retained for a minimum of three years, with records of accidents involving children
(i.e., those under the age of 18) being retained for a period equal to their date of birth + 22 years.

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.

Mrs Alkadi - School Nurse

Reviewed by: Mrs Sanderson - Bursar

Date of last review: June 2026 Date of next review: | June 2027
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APPENDIXA: ACCIDENT PROCEDURES
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APPENDIX B
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
form to Nurse /

Date form completed

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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Circle and mark as appropriate: FRONT BACK
Burmp to head

Enclose Bump to Head letter to parent
Bump/bruise

Cut/graze

Damage to teeth

Irritation to eye

MNosebleed

Splinter

Sprain/strain

Break

Bite/sting

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

® Returnedto ..ol (class/playground etc) as child well enough to remain at school
e Sent to School Nurse
® Parent/Guardian contacted. Time of contact............... Staff name.......oovviiiiiieee
e Collected by Parent/Guardian and taken home. Time collected..............cooiiiiiiiiiiiiiin.t.
e Collected by Parent/Guardian and taken to Doctors/Walk in Centre/Hospital.

Time collected .......coiviiii
® Ambulance transfer from School to Hospital. Time transferred ...............c.oooiiiiiiiai.
o Taken to Hospital by staff. Names of staff............coooiiiiiiii
e Other

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

Please indicate one, or more, of the above as appropriate.
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® Reported to HSE under RIDDOR [School Nurse]
® 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

Silcoates School
Wrenthorpe
Walkefield

WF2 OPD

Introduction

This in0emation Sheet gves uitance on how the
Roporsng of INjuiss, Diseasss and Danganus
OGCwrancat Reguiiions 2013 RIDDOR) apply o
£CNoOIE, MOSt inCidentt that Nappen in SCOE or
on SChool Hips a0 not Naad 40 Do reportad, Only in
mied Caroumetanoee will an iNcisent nood notifving 10
the Hoash and Safcty Exacutve (HSE) under RIDDOR.
Tha information shoot gt pracical Quidanca to
£CN00IE about what thay need o repart and how 1o
4o it

What needs to be reported?

RIDDOR requinst SMpioysrs and oS in Control
of premizes to report Corain accidents, Jiceasss
and dangerus OCCurrsnces an=mng out of or in
connection with work.

The informaton sheet includes excampias of the
ncidents that sometimes result from Schools” activities
and ans reporiable under RIDDOR. The &neat contains
tMre& SECHONS, wWiiCh cover:

W injuriss and il Naatn imohing empioyass
{Section 1);

W injuries iMmuohing pupils and other peopis not at
wiork: (Section 2);

B dangentus cocurnancas [Saction 3).

Who should report?

The duty to netify and roport resds with the
‘recponsiDie percomn’. For incidents invohing pupils
and school staff, this is normaly the main empioyer at
the school The sducation pages on HEE's webods
at wwaw_hss gov. uk/serices/education provide
infarmation about who the employer i in differant
types of schools.

S0Me 5GNoo! employars May have cantraly
co-ondinated reporting procedurss. In others, reporting

01924291 614
enquiries@silcoates.org.uk
silcoates.org.uk
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Education information Shest No1 [Rewvizion 3)

may be delegated to the school management team.
The heatth and safety polcy should et out the
reEPONSIDIes ann arrangements for raporking in
8ach EChool

INCIOGNES iMraDhving CONraciors: working o SCNool
ProMmisas are NorMally roportabia by ENGir SMpidyars.
Contractors could Do, 6F Duilders, Mainanance staf,
cloansrt or Catorng claf.

If a soif-ompioyed Contractor it working in school
ProfMitas And they Suffor 2 SpecHisd Mjury S an
CwSr-Sowan-aay iNjury, tNe ParGan in control of the
ProfMEas will DS e roSDoNEiDie porsom. (500 HESE'S
RIDDOR web pages at woawe NS8. Qo uk/rididdr for
more detail on e epording arangsments for saif-
SMpiyad paops.)

Who do | report to?

For general atvice about Ndw 10 re0ort, 586 HOES
RIDDOR web pages. You can report all incidents
oning and there s a eiephoNS Senice for reporiing
fatal and zpecified injuriss only. Reporting detais
for out of houwrs incidants are availabie from HSE'S
Ut OF NOUrS WeD Page at www NS8_Jov_ Lk Conact’
comtact rm.

FOr iNciderts on 5CNoo| Premises involving members
iof etaff, pupile or wistors, HSE it tha erforcing
authority and you should submit your repors to
them. HEE is aleo the anforsing authorty for nursany
provision provided and opserated by local authorties.
For privately run nursery schools, the local authority is
the enforcing authorty.

What records must | keep?

¥ou must keap records of:
m  amy reportable death, spaciiad injury, dissass

Or dangerous. cocurrence that requires reparting
under RIDDOR;
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m  all occupational injuriss wher 3 worker IS away
from work or incapacitated for more than threa
consecutive days. From 6 April 2012 you don't
hawa to report over-thras-day injuries, but you
must keap a record of them. Employers can
racord thess injuriss in their accident Dok

You Must keep reGonds f0r at laast three years after
e incadsmt.

Section 1: Injufies and ill health to
people at work

Under RIDDOR, tha responcible person must report
tha foliowing work-related accidemts, includimg thoss:
caused by physieal violence, i an empioyes iz injured,
whensver fhey ars workdng:

B ACCIOOME which ratult in dadtn or 3 SPacinad iNjury
must 02 reported without dolay ([©a0 ‘Reportabia
£pOCiHoG iNjurics’);

B aCCI0AME which provent 118 Njured Parsen from
Conbnuing their normal wa s f0r Morg than Soven
3y (N0t COuRiNG e Oy Of 18 acCicont, but
iNChging weekends and othor reet days) Muct ba
reportad within 15 days of the accident.

The responsiDie person Must a0 eport any case
of @ work-rilaiad Oiseans, Spechsd untsr RIDDOR,
ihat afects an empioyes and ihat 4 0oCter CONArms
in writing (586 ‘Reportabie iceasss’. Yiou canfind
getaled guidancs about RIDDOA reporting and onling
reporting procedurss & www. N8 Q0w Uk Hodon
report.mm.

If y0u re N CONtrol Of DraMmiSes, vou &ra 250 raquirsd
10 repOort Ay wiork-relted Oene and certan Inures
1o sef-empioyed peopia that take pace whils ey ars
WEPKING at the Prermisss.

Repartablz apacifisd injuriea
Thesa includa:

m  fractures, other than fo fingers, thumibs and toes;

H  ampetations;

m any imury ikely o laad to parmansnt loss of sght
or reduction in sght;

m any crush injury 1o tha head or torso causing
damage to the brain or infernal organs;

B senous Burns [including scaldng), which:
— cower more than 10% of the body; or
— Causa signficant damage to the eyes, mspratony

ystem or ether vital organs;

m  any scalping requirng hospital treatment;

B any loss of CONGEIouENEss Cawsed by hoead mury
or asphyxa;

IR RO I ST (ancicianie, Chantide ANl CANITLE SOOUSRIEER]
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W any other injury ansing from working in an anciossd
space winich:
— lzads to hypothermia or heat-induced iiness; or
— requinas recuscitation or admittancs fo hosptal
for more than 24 hours.

Physical violence

SOMe acts of non-consansual prysical violenos o

a person at worle, which msult in death, a specifisd
injury or 8 parson being incapaciatad for over seven
days, are reportable. In the case of an over-ceven-day
injury. the incapacity must arise from a physical injury.
not a peychological reaction to the act of viokenco.

Examplos of reportania Njunes o wvolencs nclwde
an incidant wharo a teacher EuStains a speciiod
Njury becauss 2 pupil, collsagus or Membar of the
PubEC aEcaults 1hem wiide on 5CNool Pramises. Thic
it rEpOriatia, DOCIUDS it AriEeE Out OF Or i CONMECHON
with work,

Reportable cccupational diseasee

EMploySrs Mutt roport 0Coupational SiSsasces wien
they roCoive 4 witton dEgNoSIc from 4 Jdoctor that
their empioysa has a raportable diseass inkad o
CCoUPAtional expOsurS. (D88 wrw. NES.Gow. Uk midar
for details of the reporing amangements for G-
EMpHOyEd PEODS.)

ThNese inChude:

W carpal tuningl Syndnome;

W Severs CrampD of the hand or forsarm;

W CDCupational germatitis, g fom work invehing
5trONg Acids or alkalis, inCuding domestic DIsaCh;
nand-arm viDration Syndrome:
oocupational asthma, eg fram wood dust and
50|gering using rosin fiux;

tendanitie or tenosynovite of e hand or foraarm;
amy oCcupational cancar,

any dizeasa attributed t0 an cocupational exposurs
to a biclogical anert.

Stress

Wiork-ralated stracs and stress-ralated dlnecses
(including post-traumatic strass disonder) ars nct
reportable under RICDOR. To be reportable, an imjury
must hawe resulted from an ‘accident’ ansing out of or
in connaction with work.

I ralation 40 RIDDOR, an accidant is a dizcrate,
idantifiabie, unimtended incident wihich causes pimsical
injury. Sirecs-related conditions wsually result from

a prolongsd period of pressurs, often from marmy
factors, not just one distinct ewant.
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Section 2 Incidents to pupils and other
people who are not at work

juries to pupils and vistors who are imeohed in an
accident at school or on an activity organised by
e school are only repartabls undsr RIDDOR F the
accidont rocults in:

m  inedsath of the person, and arose out of Or in
conneciion with a wark activity; or

m  an injury that amose owt of or in connection wih
a work actiity and the person is talen dinectly
from the sceme of the accident to hospital for
treatment (e=aminations and diagnoetic tests do
Mot CONStituds treatmant).

The BSts of Bpacificd injures and CiEBanes OanGRDaN
in SoCHon 1 Onky apphy tO OMpIoyDoE. B A pupil injursd
in an incident remainG at SeNood, & taken Nome or i
&imply D&t from 5CNool fr 2 NuMbar of days, i
ingident it not reportable.

How do | decide whether an acerdent to a pupil
‘aniges out of or ie in connection with work™?

This recpansiio porson 3t e SCNool ENould Conedior
wisihar the incioernt was Causad Dy:

W afailure inihe way a work actvity was organised
{50 iNA0SQuAS SuDBSrviSon Of & fekd trp);

B N9 way 8QuipMent Or fubStANces werd usad (8g
e, Macningry, BxPanMents §io); andsor

N NS CONCRHON O e ProMmises (80 poOry Mamntained
O SEppery foors).

S0, If 4 pupl is taken to Nospital aftar Dreaking an
arm during an ICT class, folowing a fall over a trailing
cabig, e incident would De reportabie. ¥ a pupil

is taken to Nospital becawss of a Madical Condton
(B AN asthma afack or apiephic BemUre) IS wouid
not De neportable, a8 it oid Not resut from the work

This maans that marmy of e common incidents
that cawsa injuriss to pupils at school tend noto
be reportable undar RIDDOR, as they do not arise
directiy from e way the school undertatse a work
activity. Remamber, in all hess cases, youw only nead
to consider reporting whers an accidant racults
in a pupil’s death or thay are taksn directly
from the acens of the accident to hoapital for
traatmiant. Thare is no nead to report incidant=
whers paople ara takean o hoapital pursly as a
precaution, when no injury is apparant.

IR RO I ST (ancicianie, Chantide ANl CANITLE SOOUSRIEER]
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‘Whiat about accidents to pupils during aports:
activitiea?

Mot all sports injuriss 0 pupis are reportable wundsr
RICOOR, as organised sports actvities can Isad
to sports injuriss that are Not connectad with Now
5Chools manage the rskes from the ackivity.

The ecsantal toct is whether the accident was caused
by the condition, design or maintenanca of the
premisas or equipment. or becawss of inadequate
arrangaments for supervsion of an activity. Fan
accident that recuits inm an imury arsas Decauss of the
normal rowgh and tumible of a game. the accident and
réGuliing iMjury would POt D& rANortabie. Exampias of
raportabin NCIOAMNE iNC0S whord:

W the CONarion of e DroMisst Or SOt oOuipmcnt
Wik @ factor N i iNCIaent, of whond 4 pupil Cips
and frachwss an anm DeCauts 4 Mamber of staf
nad poliched the cports Nal Hecr and of it 100
ERppery for Sports; Or

W oo wat Na0oguats SupGrWton t0 Drovamt
an inCedcnt, Or fadings in thie organicaton and
managamant of an Guarit.

‘What about accidents to pupils n a playground?

Most playground accidents dws 1o Collisions, Spe.

tnps and fals are Not NorMally réportabla. INGIdaME

are onty reportalie wharg 18 iNjury reEuis in a3 pupl

GitMEr Deing kalled Or taken dinsCty 10 a NoSDRal for

treatment. Either & only reportabie & they werd Caused

by an accadent that hapipensd from Or iM GONMBction

With @ wark activity.

Triz iNCiudes incidents ansing Decauss:

m the condition of tha premisas or equipment was
poor, a7 Dady marntained piay equipment; or

m the school had not provided adequate suparsizion,
80 whers parculdr fse wam identfied, Dut No
action was taken b0 provide sufable supenasion.

Phygical violence

Viglsnce betwesn pupils is a sehool discipline matter
and not reportabla under RIDDOR, as & doas not arise
out of or in conmection with a work acthvity.

Other scenarioa
Injurfss to pupils while travelling on & school bus
I ancther vehicla strikes the school bus while pupils

are getting on or of and pupis are injured and taken
to hospital, this is normally reportable under RIDDOR.
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Howenar, you do Nct hawe 10 report deaths and
injuries resufing fom a road taffic accident invobving
a school wahicle raweling on the pubic Righsay under
RIDDOAR. Thess ars classsd as read fraffic incidents
and am invectigated by the polica.

Incidants imvoiving pupitz on overseas fips
RIDDR onty appiies to activities which taka place
in Gireat Britain. S0, any incidant owersaas is mot
reportabls o HEE

Incidants to pupils on work expariance plssements
If pupils are an a taining scheme or work placsmeant.
they are desmed 10 be empioyess for the period of
e placemant. 1N oo CrouMStancas. e emplcyer,
a5 ta recpoNEDe Dersan, SNould report 4 aaath,
Mjury Or dis6ase o a pupil, which anses out of Or in
CONNECHSN with work. TS Moeans the widor anga of
roporiing Categonet for SMpioyeDE & applicable.

Section 3: Dangerous occurrences

Thecs are ERecfiod Near-MISS Gvames, whith ard oniy
rSportai if Eed wunder RIDDOR.

Reportabie dangerous DCOUmBNCas in SCNools typically
inchde:

B ine colapss Or flilurs Of I0ad-Deanng Darts OF ifts
and Iiting equinment.

B ine acCidental relsass of a8 Dioiogec:al 30emt iy tO
CAUSE SEErE NuMman iiness;

m e accidental relsass or escaps of any substance
ihat may Causs a serous INjury Or damage to
neaitn;

W an sscirical short CirCurt Or Ovaroad Causng a fing
Or ExpIosion,

Supplementary information
Consultation
Unider the Safaty Reprocsmatves: and Safaty

Commitheas Reguiations 1877 and the Haalth and
Safaty (Concuttation with Ermployeas) Regulations

1886, employers must maks relevant heaith and cafsty

documants availabls 0 safely representatives.

This inchudes records kept under RIDDOR, except
whera they reveal parsonal haath ifermation
about individuals. Furthar information is avadable in
Consuiing smploysss on heath and safkdy- A brief
guics fo 18 Jaw Leafiet INDG23ev?) HSE Books
2015 wwew Nss.gov. uky pubnsincg232 htm.
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Heatth and Safaty

Reporting requirements of other requlators

There may be othar eporting requiremants placed
on schols by other reguiators in the aducation
sactor. Tha requirermants. of thass other reguiators. are
saparats to, and distinct from, the legal duty 10 report
incidents under RIDDOR.

Fuither information

For indormation about headih and safaty, or to report
inconsiskencies ar iNaccuracias in this guidance, wist
wwnw 5e.gov.uly. You can view HSE guidance onling
and onar PRcad PubECALANS oM i wabsts. HSE
Priced pubECAbions 4 AIG0 Awianie FOMm DOskEN0DE.

TNiE: Quidianc:s it i2.ad by iha Hoain and Safedy
ExoCutive. FOlowing the Quidancs it Not CompuEary,
uMicES Epaciically SEHN, and you 2rd froo 10 taike
Ciher ackon. But if yOu 0D folow the guidance you

will ROy 00 G0iNg SNowgh 1 COmphy with 110w,
Hoaltn and afety iINCPECH S 5ook B0 BACUNS COMPEANCS
with the law and may rofor 10 ihis guidance,

TS Moo Shodt is dvaiabico it
wiw I58.00v .l DubNESEET M.

& Crown CODyraght If yOu wish 10 reuss this
informiahion vigd www NSE.Q0v Ul SO0y MM fior
oetails. Frst publisned 10713,

(el ] 10N3 40t 4 pagees
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APPENDIX D

ACCIDENT INVESTIGATION FORM
Please use this form if any of the following applies:

e the accident/incident or near miss could happen again;

e the accident/incident or near miss on the online accident form requires further investigation;

e the accident/incident or near miss requires further investigation if it is not clear what the
cause was, whether sufficient control measures were in place, or what could be done to
prevent a reoccurrence.

® The accident is reportable to HSE under RIDDOR

Name of injured person:

Date of accident/incident:

Accident report submitted (date)

a) Brief details of the incident
(What, where, when, who and any emergency action taken.)

b) Background information
(Has a similar occurrence happened before, have there been previous concerns?)
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SILCOATES

¢) How did this happen?
(Note any equipment involved.)

d) Yes No

O O Was the immediate response adequate?

e) What activities were being conducted at the time?

f) VYes No
] ] Was there anything unusual or different about the working conditions?
Ll Ul

Were there safe adequate working procedures?

g) How did the injury occur and what caused it?

h) Was the risk known? What control measures were already in place?
(For example, risk assessment, care plan or training.)
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SILCOATES

i)  Which factors may have contributed to the accident, incident or near miss?
(Select all that apply.)

O

Alcohol or medication

Errors of judgement (rule based, knowledge based or violation)
Failure to appreciate risks.

Faulty plant, equipment, tools or materials

Faulty premises

Human factors (fatigue, pressure, time management, competence)
Human failings (errors, violations)

Lack of care and attention

Lack of client information (personal risk assessments not current)
Lack of suitable supervision

Lack of training, knowledge or skills

N Iy e A Iy O By

Plant and equipment factors (incorrect or faulty plant, equipment, tools or

materials, lack of or incorrect use of PPE)

O]

Poor environment (heating, ventilation, noise or lighting)

O

Work factors (inadequate procedures, time available, multi-tasking, quality of
supervision, resource availability)

j)  What risk control measures do you think are needed or recommend?

k) What could the individual improve to prevent a reoccurrence?
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) RECOMMENDATIONS

Review Risk Assessment in light of accident

Investigation conducted by:

Signature:

Manager/Head name:

Date:

Telephone number:

Other documentation attached:
(Accident form, witness statements, plan of accident/near miss location)
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