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ACADEMY ACCIDENT REPORTING POLICY 

	REVIEW DATE: SPRING 2011



1. Introduction

It is the duty of all staff under the Health & Safety at Work Act to report all accidents and dangerous occurrences, however minor, which occur on Academy premises.  This extends to incidents involving students, contractors, visitors and other members of the public as well as to employees.

2. Incident Types

Accident
An incident where an Academy employee or non-employee is injured as a result of Academy work and/or there is damage to equipment, property or premises.

Near Miss
An unplanned event that did not result in injury, illness or damage – but had the potential to do so. Near misses are warnings of potential accidents and must be reported.

Dangerous
An incident with the potential to cause injury to a person and/or damage 

Occurrence
to equipment, property and premises, which must be reported to the HSE.

Violent 
Where an employee is exposed to verbal or physical abuse, or  

Incident
harassment, which may or may not result in injury, illness or damage.

3. Notifying Parents

Where an Academy student is injured at the Academy, parents/carers will be notified immediately after initial attention has been given. Where a student needs to attend hospital they will be accompanied by an adult until such time as the parent/carer arrives.

4. Reporting Procedure

There are three levels of accident & incident reporting:-

· To the Establishment Manager (the Academy)

· To the Governors

· To the Health & Safety Executive (HSE)

5. Reporting to the Academy

· All accidents and injuries (including those requiring only nominal first aid treatment or none at all) should be recorded in the red ‘Medical Book’ folder, which is maintained in the main Academy Office.

· All other incidents and near misses should be recorded in the green ‘Incident Book’, which is maintained in the main Academy Office.

· All serious accidents, injuries and violent incidents must also be reported to the LA on an ‘Injury or Dangerous Occurrence Report form’ (IDOR). These forms are kept in the orange ‘Accident Forms’ folder which is kept in the Academy Office.

· The circumstances of an incident should be investigated at the earliest opportunity. Where remedial or protective action is required, then this should be carried out without delay.

6. Reporting to the Governors

· The Principal must report accidents and dangerous occurrences to the Chair of Governors on the same day that the incident occurs.

· The ‘Injury or Dangerous Occurrence Report form’ (IDOR) should be used for all accidents, near misses and dangerous occurrences.
· The ‘Violent Incident Report’ form (VIR) should be used to report all violent incidents involving employees.

Guidance on completing IDOR and VIR forms can be found in the orange ‘Accident forms’ folder.

Copies of the IDOR and VIR forms should be sent to the Chair of Governors and a copy kept in the ‘Accident form’ folder maintained by the Office Manager.

7. Reporting to the HSE

The responsibility for reporting directly to the HSE rests with the Principal.

Employee incidents

There is a duty to report fatal or major injuries to the HSE immediately by telephone and to confirm details in writing within 10 days. If the accident does not result in a fatal or major injury, the report must be made within 10 days.
Non-Employee Incidents

For reporting purposes, visitors and students count as non-employees. An accident only needs reporting if:-

· the person is killed or taken to hospital from the site, AND

· the accident arises out of or in connection with work activities.
An accident must be reported if it relates to:

· the way an activity has been organised (e.g. the supervision on an outing)

· lifts, machinery or substances

· the condition of the premises
All incidents reported to the HSE must also be reported to the Governors.
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