
 

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: 

●​ First Aid Policy 

●​ Visitors Policy 

●​ 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:  



 

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; 

●​ All accidents involving pupils 

●​ Any injury that requires medical care or hospitalization 

●​ 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 

●​ Occurrences of loss of consciousness, being knocked out, concussion 

●​ 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)  

●​ Damage to the skin (burns, bruises or cuts) 

●​ Blows or injuries to the spine, back of ribs 

●​ Harm to the nervous system or loss of consciousness 

●​ Poisoning 

●​ 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. 
 

http://www.hse.gov.uk/riddor/occupational-diseases.htm
mailto: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: 

●​ To the School Nurse 

●​ 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/edis1.pdf   
 
Generally, RIDDOR 2013 requires the reporting of work-related accidents that result in: 
 
•​ The death of any person; 
•​ Specified or Major injuries to workers (e.g., fractures, amputations etc. Please refer to above links 

for full guidance); 
•​ Over 7-day incapacitation of a worker; and 

http://www.hse.gov.uk/riddor/reportable-incidents.htm
http://www.hse.gov.uk/pubns/edis1.pdf


 

•​ 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. 

 

Reviewed by: 
Mrs Alkadi - School Nurse 
Mrs Sanderson - Bursar 

Date of last review: June 2026 Date of next review: June 2027 

 



 

 



 

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 
 

Date form completed  
Copy of completed 
form to Nurse 

Y/N 

 

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] 
 
 

 
 
 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 
 
 
 
 

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

●​ Returned to …………………… (class/playground etc) as child well enough to remain at school 

●​ Sent to School Nurse 

●​ Parent/Guardian contacted.   Time of contact……………  Staff name………………...……….. 

●​ Collected by Parent/Guardian and taken home.  Time collected………………………………… 

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

Time collected ………………………………….. 

●​ Ambulance transfer from School to Hospital.  Time transferred ……………………………….. 

●​ Taken to Hospital by staff.  Names of staff………………………………………………………… 

●​ Other 

………………………………………………………………………………………………………

…. 

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

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



 

 

●​ Reported to HSE under RIDDOR [School Nurse] 

●​ Accident investigation report completed [Bursar] 

●​ Remedial Actions Remedial Actions Taken 

………………………………………………………………………………………………………

…….. 

………………………………………………………………………………………………………

……… 

●​ Other 

……………………………………………………………………………………………………… 

 



 

APPENDIX C  

 



 

 



 

 



 

 

 

 



 

APPENDIX D 

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

●​ the accident/incident or near miss could happen again; 
●​ the accident/incident or near miss on the online accident form requires further investigation; 
●​ 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?) 

 
 
 

 



 

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

 
 
d)​ Yes​ No 
☐​ ☐​ Was the immediate response adequate?​

 

e)​ What activities were being conducted at the time? 

 
 
f)​ Yes​ No 
☐​ ☐​ Was there anything unusual or different about the working conditions? 

☐​ ☐​ 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.) 

 



 

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

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

materials, lack of or incorrect use of PPE) 

☐​ Poor environment (heating, ventilation, noise or lighting) 

☐​ ​ 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? 

 
 
 



 

l)​ RECOMMENDATIONS 

 
 
 
Investigation conducted by: 

   

Signature: 

 

Manager/Head name: 

 

 

 

Date: 

  

Telephone number: 

 

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

 

 


