Accident reporting procedures

Initial Knowledge/ Awareness of accident/ injury/ violent incident/ near miss
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NON EMPLOYEES
e Pupils
e Visitors to site /Parents
e Contractors / MOP
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EMPLOYEES
Part time/ full time/ flexi time

Accident/ Injury

Minor (e.g. Fell over in
playground and needed TLC)
e Record locally e.g. in the

accident book
Major (e.g. Needed more
significant First aid attention)
e Record and report on
HS2.02A form. If in doubt
phone Health and Safety
Team at County Hall

Violent Incident

Pupil on pupil:
Record internally e.g.
Pupil file.

Where more serious in
nature - Record and
report to Health and
Safety on HS2.02B

and maintain a copy on

site.

Near Miss

Report near miss to
Health and Safety
on HS2.02A and

maintain a copy on

site
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Accident/ Injury
Minor and Major

Record and report all
accidents to Health and
Safety HS2.02A form
and maintain a copy on
site.

Violent Incident

Record and report to
Health and Safety on
HS2.02B form and
maintain a copy on
site.

Near Miss

Report and record
near miss to Health
and Safety on
HS2.02A form and
maintain a copy on
site
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If injury/accident is RIDDOR reportable (see Health and

Safety Manual Sect 2.02) e.g.

¢ Non employee is taken straight from site to hospital.

e Accident / injury arose from a curriculum session e.g. PE
or is attributable to a lack of supervision, plant or
equipment, the condition of premises.

Notify Health and Safety Team immediately by phone or send

HS2.02A by fax or e-mail to enable RIDDOR report to be

completed

NOTE

If injury/accident is RIDDOR reportable e.g.:

e Injury results in death, hospital admittance for over 24
hours, Unconsciousness,

e [Inability to conduct normal work duties for over 3 days
(including weekends).

Notify Health and Safety Team immediately by phone or send

HS2.02A or HS2.02B by fax or e-mail to enable RIDDOR

report to be completed

e Accident Data needs to be kept for at least three years after the accident if the person is above the age of 18
o If the person who has had the accident is under the age of 18 the accident records have to be kept until they are 18 and three years there after.



