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1. Introduction  

1.1
These arrangements outline the process to be adopted when any employee, visitor, pupil, service user or contractor experiences a work-related:

· Accident; Incidents or 
· Near-miss
1.2
We have a responsibility to identify and investigate unplanned losses (accidents), their source and hence their underlying causes.

1.3
To enable this to be achieved it is imperative that all accidents, irrespective of the resulting injury or damage, be reported according to these arrangements.

1.4
The following wording defines the policy:
WORK-RELATED

When deciding if the accident that led to the injury or death of a person which arose out of, or in connection with a work-related activity, the key issues which need to be considered are whether the accident was related to:
· A failure in the way the work activity was organised (eg inadequate supervision).
· The way the equipment or substances were used (eg lifts, machinery, experiments ect) and/or
· The condition of the site or premises where the accident happened (eg poorly maintained or slippery floors).
ACCIDENT
An accident is a separate, identifiable, unintended incident that causes physical injury. This specifically includes acts of non-consensual violence to people at work.
NEAR MISS

An event that whilst not causing harm, has the potential to cause significant injury or ill health, or damage to equipment, property and premises.
RIDDOR
Reporting Of Injuries, Diseases and Dangerous Occurrences. There are certain categories of each occurrence which are legally required to be reported to the Health and Safety Executive (HSE).
http://www.hse.gov.uk/riddor/reportable incidents.htm
2
Reporting and Investigating Procedure (Accidents and Near Misses)
2.1
Employees (including volunteers, temporary staff, agency staff)
2.1.1
The details of any accident incident or near miss should be reported as soon as possible to the manager/head teacher.  
2.1.2
The Corporate accident, incident/near miss form must be completed by the manager/head teacher immediately for all work-related accidents, incidents/near misses or any incident in which a person is abused, threatened or assaulted, either physically or emotionally, in circumstances relating to their work. This will include an incident in which a person is abused, threatened or assaulted either physically or emotionally due to their race or sexual orientation.
2.1.3
The manager/head teacher must submit the accident, incident form to a member of the corporate health and safety team as soon as possible after completion and within 5 working days of the accident/near miss.
2.1.4
If the accident results in time off work as a direct result, then the manager/head teacher must record the sickness absence as an ‘industrial injury on iFOR.

3
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
3.1
Manager/head teacher must report any injury, disease or dangerous occurrence immediately by telephone or e-mail to the member of the corporate health and safety team who will ensure that RIDDOR reporting requirements are met. 
3.2
In cases of Reportable Injuries or dangerous occurrence the Health & Safety Adviser will confirm if these are reportable and ensure that RIDDOR reporting requirements are met. 
3.3
In cases of Reportable Diseases the occupational health physician will confirm if any diseases are reportable and the occupational nurse will ensure that the corporate health & safety team are notified and they will ensure that RIDDOR reporting requirements will be met. 
4
Specific Injuries
4.1
The following specific injuries must be reported to a member of the Corporate Health and Safety Team immediately by telephone or email:

· Death;
· Specified injuries to workers;
· Fractures, other than to fingers, thumbs and toes;
· Amputation of an arm, hand, finger, thumb, leg, foot or toe;
· Any injury likely to lead to permanent loss of sight or reduction in sight in one or both eyes;
· Any crush injury to the head or torso, causing damage to the brain or internal organs;
· Any burn injury (including scalding);
· Any loss of consciousness caused by head injury or asphyxia;
· Asphyxia (lack of oxygen) may happen when a person enters an oxygen-deficient atmosphere, such as a confined space, or are exposed to poisonous gases, e.g. carbon monoxide;
· Any other injury arising from working in an enclosed space;
· Hypothermia and heat-induced illness includes situations where a person has an adverse reaction (the physical injury) to intense heat or cold acting on the body, so they need help from someone else;
· Employee, visitor, pupil, service user or contractor is taken directly from the scene of the accident to hospital for treatment as a result of a work-related accident.
5
Over seven day incapacity of a worker
5.1
Accidents must be reported where they result in an employee being away from work or unable to perform their normal work duties for more than seven consecutive days as a result of their injury. This seven day period does not include the day of the accident but does include weekends and rest days. 
6
Non fatal accidents to non-workers (eg pupils/members of public)
6.1
Accidents involving members of the public or others who are not workers must be reported if they result in an injury that requires the person to be taken directly from the scene to hospital for treatment.
7
Dangerous Occurrences
7.1
Dangerous occurrences are specified within the RIDDOR Regulations.
 


Dangerous occurrences - RIDDOR - HSE
8
Reportable Diseases
8.1
The following reportable diseases must be referred to Occupational Health 
who will ensure compliance with RIDDOR:
· Carpal Tunnel Syndrome: where the person’s work involves regular use of percussive or vibrating tools;
· Cramp of the hand or forearm: where the person’s work involves prolonged periods of repetitive movement of the fingers, hand or arm; 

· Occupational dermatitis: where the person’s work involves significant or regular exposure to a known skin sensitizer or irritant;
· Hand Arm Vibration Syndrome: where the person’s work involves regular use of percussive or vibrating tools, or holding materials subject to percussive processes, or processes causing vibration;
· Occupational asthma: where the person’s work involves significant or regular exposure to a known respiratory sensitiser;
· Tendonitis or tenosynovitis: in the hand or forearm, where the person’s work is physically demanding and involves frequent, repetitive movements.
9
Non-employees – pupils, service users, visitors 

9.1
Any other accidents that happen that are not ‘work-related’, should be recorded in line with service area procedures, but no corporate accident form needs to be submitted to the Corporate Health and Safety Team e.g.:
· playground collision or other PE related accident (unless supervision or equipment was a factor);
· service user falls related to their medical condition.
· member of the public falls but there were no work-related exacerbating conditions.
9.2
Violent incidents between pupils/service users/visitors should be dealt with in accordance with the relevant policy for behaviour management and do not need to be reported to the designated Health and Safety Adviser. 
9.3
In any of the above examples, if any work-related factors were a contributory factor, e.g. condition of the premises, poorly maintained equipment, inadequate supervision, then the accident must be reported corporately.
9.4
More detailed advice in respect of reporting of accidents can be found on the HSE website:


Schools 
- http://www.hse.gov.uk/pubns/edis1.pdf

Social care 
- http://www.hse.gov.uk/pubns/hsis1.pdf
10
non-employees – contractors/agency
10.1
Accidents to contractors must be reported by the premises manager (as the person in control of the premises) and to the corporate health and safety team by completing the corporate accident form in accordance with this procedure. 
10.2
Contractors should also notify their own employer of accidents where 
applicable. Their own employer takes the responsibility for notifying reportable 
accidents under the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013.
11
Accident Records 

11.1
All accidents must be recorded. The corporate accident, incident or near miss form may be used for all reporting purposes however only the categories defined earlier must be submitted to the Health & Safety Team for corporate processing. 

11.2
Accident records must be retained for at least 3 years after the date of the accident if the person is above 18 years old.  If the person who had the accident is under the age of 18 then accident records have to be kept until they are 21.  Accidents reported corporately will be kept in accordance with this requirement. 
11.3
All accident, incident near miss forms and supporting documents will be scanned and recorded on the iFOR accident reporting module by members of the administration business support team.
11.4
Accident statistics will be reported to service area management teams on a quarterly basis by the corporate health and safety team in line with the management standard in the Health, Safety and Wellbeing Policy.

12
Accident Investigation 

12.1
It is a legal requirement for employers to monitor and review their health and 
safety arrangements, accident investigations form an essential part of this 
process. 

12.2
The framework below identifies the level of investigation that is required and who should carry it out. This decision should be made between the manager/ head teacher with advice from H & S Advisor upon submission of the accident/near miss form.
	Likelihood Of Recurrence
	Potential worst consequence of adverse event


	
	Minor
	Serious
	Major
	Fatal

	Certain
	
	
	
	

	Likely
	
	
	
	

	Possible
	
	
	
	

	Unlikely
	
	
	
	

	Rare
	
	
	
	










IMPLEMENTATION PLAN

Name of Arrangements:
ACCIDENT REPORTING & INVESTIGATING ARRANGEMENTS
Version:







Date Approved By Strategic H & S Panel:              9 June 2025

Benefits of Implementation of these 

Arrangements:
To ensure that all Torfaen workplaces & activities have arrangements in place for accident reporting and investigating arrangements.
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Potential Legal/Financial/Moral reasons would have implication on the business.
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Basic level investigation - the relevant supervisor will assess the circumstances of the event and implement protocols which will prevent future occurrences and complete the � HYPERLINK "http://swoop.torfaen.gov.uk/MeAndMyWorkplace/HealthSafety/Forms.aspx" ��Corporate Accident Form� can be used for this purpose














Low level investigation - will involve a short investigation by the relevant supervisor or line manager.  � HYPERLINK "http://swoop.torfaen.gov.uk/MeAndMyWorkplace/HealthSafety/Forms.aspx" ��Corporate accident investigation form� to be used and submitted to H & S team 














Medium level investigation - will involve a more detailed investigation by the relevant supervisor or line manager, health and safety adviser and employee representatives. � HYPERLINK "http://swoop.torfaen.gov.uk/MeAndMyWorkplace/HealthSafety/Forms.aspx" ��Corporate accident investigation form� to be used and submitted to H & S Team.














High level investigation - will involve a team-based investigation, involving supervisors/line managers, health and safety advisers and employee representatives. It will be carried out under the supervision of senior management and will look for the immediate underlying root causes. � HYPERLINK "http://swoop.torfaen.gov.uk/MeAndMyWorkplace/HealthSafety/Forms.aspx" ��Corporate accident investigation form� to be used.
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