This model procedure should be adapted as relevant to your organisation.  Reasonable efforts are made to keep the information up to date and correct, but no responsibility for its accuracy and correctness, or for any consequences of relying on it, are assumed by Links.
Accident Reporting & Prevention Procedures
Appointed Person

The Appointed Person responsible for Accident Reporting and Prevention is:  (Insert name and contact details)

First Aider

 (Insert names and contact details)

Location of First Aid Box

The Appointed Person is responsible for maintaining the first aid box, which is located in the (insert location).
Location of Accident Book

The Accident Book is kept in (insert location), where the Appointed Person is based.

Definitions:
What is an Accident?

In the context of this procedure an Accident is an unplanned and uncontrolled event, which leads to an injury, for example a slip on a wet floor resulting in a bruised or broken leg. 

Acts of physical violence should also be reported as an Accident.

What is an Incident

In the context of this procedure, and Incident is an Accident, which by chance does not lead to any injury.  Incidents should be reported to the Appointed Person.  Incidents are not reported to the Health & Safety Executive (HSE) unless they are a Dangerous Occurrence.

What is a Dangerous Occurrence

A Dangerous Occurrence is an accident or incident, which must be reported to the Health & Safety Executive, regardless of whether it results in injury or not.  However the vast majority of reportable Dangerous Occurrences will never occur at (Insert name of Organisation) because of the nature of our work.  However incidents regarding fire may be a reportable Dangerous Occurrence:

1 Electrical short circuit or overload causing fire or explosion.

2 Explosion or fire causing suspension of normal work for over 24 hours.

What is a Hazard?

A hazard can be related to premises or to a situation, and is something, which could potentially cause harm, such as a broken step.  Hazards should not be reported to the HSE. However all Hazards must be minimized through the Risk Assessment Procedure.

In the event of an Accident & Injury
Staff attending the injured person should first ensure there is no risk to themselves. For example if the injured person was electrocuted, staff should ensure the electricity is shut off first.

To enable accident investigation, if possible, and if safe, the environment of the accident should remain as undisturbed as possible, until records can be taken.
III. Only trained first aiders should attempt any form of first aid.  A list of staff trained in first aid is kept by the Appointed Person.

IV. Telephone for an ambulance if necessary.

V. Report the Accident to the Appointed Person as soon as possible.
In the event of an Incident
I. Staff should take immediate measures, if safe and if possible, to remove/make safe any hazard which caused the incident.  For example if someone tripped over a trailing wire, then the wire should be removed or taped down immediately.

II. Report the Incident to the Appointed Person as soon as possible who will record it in the Accident Book.

III. The Incident will be investigated by the Appointed Person to identify the root cause of the incident and put in measures, as far as practical, to prevent the incident recurring.
Responsibilities
The Appointed Person will:

1 ensure Accidents/Incidents are recorded in the Accident Book;

2 ensure Accidents are reported to the Health & Safety Executive if required;

3 investigate Accidents/Incidents and identify preventative measures;

4 monitor preventative measures such as:


Wear & tear of carpets


Emergency light testing 


PAT testing of electrical appliances


Safe storage of hazardous substances

All Staff will:
1 Give due regard to the health, safety and welfare of themselves and others.

2 Report any potential risk or dangerous situation to their line manager or the Appointed Person.

3 Co-operate with management when accidents require investigation.

4 Use equipment and substances only in accordance with training/instruction.

5 Report any shortcomings in health and safety arrangements to their line manager or Appointed Person.

6 Inform their line manager if they perceive a need for Health & Safety training.

7 Attend Health & Safety training where required.

8 Co-operate with Management where work practices need to be changed to make a safer working environment.

9 Follow/and implement our Health and Safety Policy.

Risk Assessment

The Appointed Person is responsible for co-ordinating Risk Assessments, and for undertaking a risk assessment for Building Safety, this includes (insert name of premises) and other places of work where (Insert name of Organisation) staff are based.

(Insert name of Organisation) Director/Manager is responsible for undertaking Office and Job Risk Assessments, and providing copies to the Appointed Person.

Reporting Accidents and Incidents
All Accidents and Incidents should be reported to the Appointed Person.

The Appointed Person will report Accidents to the Health & Safety Executive if the accident resulted in:

1 An employee unable to do their full range of normal duties for more than seven days as a result of an injury, (not including the day of the injury), caused by an accident at work;
2 an injury to employees and non-employees that requires hospital treatment; 

3 a major injury;

4 a fatality;

5 death of an employee within one year of being injured.

In these circumstances the Appointed Person will contact the Health & Safety Executive as soon as possible. All incidents can be reported on-line by completing the appropriate online report form (F2508) and a telephone service is provided for reporting fatal and major incidents only (Monday – Friday).   

The Incident Centre will forward details to the relevant enforcing authority, which is the environmental health department of (insert name of your local council).

You must keep a record of the accident if an employee has to take more than three consecutive days off from their normal work, not including the day of the accident.

Accident Reporting Contact Details:

Telephone:  0845 3009923 
Internet:  www.riddor.gov.uk
Internet: www.hse.gov.uk
Reporting out of hours

For less serious incidents complete an online form.

Contact the HSE out of hours following:
· a work related death;

· a serious incident with multiple casualties;

· incident resulting in evacuation of people, road closures, large numbers of people going to hospital.
Out of hours Duty Officer: 0151 922 9235
Sick Leave Following A Work Related Accident
Any employee, who is off work sick following a work related accident, must report this to the Appointed Person as soon as possible.

Investigating Accidents and Incidents
The Appointed Person in conjunction with the Director/Manager and if appropriate Board/Committee members, will investigate all Accidents and Incidents.

Investigations will consider the following factors:


The Materials being used


The Environment the accident occurred in


The Personal circumstances of the person(s) involved in the accident


The Task being undertaken


Management practices and procedures


Risk assessments previously undertaken

Witness Statements: Staff who witnesses an Accident or Incident should report their account of it to the Appointed Person as soon as possible.
Record Keeping and Retention Periods
(Insert name of organisation) will keep copies of all online reporting forms that are completed and filed regarding RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995). These will be kept in a file and/or electronically. If for some reason it is not possible to keep a copy of the form then our records will include:

· date and method of reporting;

· date, time and place of the event;

· personal details of those involved; and

· a brief description of the event or disease

If an accident book is used this could also highlight which accidents are reportable, or recorded under RIDDOR. 

 A separate method would need to be used to record reported cases of disease.

(Insert name of organisation) will keep, for at least 3 years, records of every event which must be reported, including injuries that result in a person not being able to carry out their normal work for more than three consecutive days, (not including the day of the accident). 

Note: when looking at the length of time to keep records remember that a child can make a claim for negligence or personal injury up to their 21st birthday.

Records from the Accident Book will be kept for at least 3 years from the date of the last entry. The Accident Book has removable pages so that these records can be stored separately and therefore complies with data protection law.

In the event of an accident/injury involving hazardous substances records will be kept for 40 years.

Insurance Company

In the event of an accident/injury you may need to let your insurers know – check your policy for details of what you need to notify them of.

Date Procedures Adopted:

Procedures Review Date:
PAGE  
1
September 2013

