Accident and Incident Reporting Policy
Policy Statement
Rose Bruford College will ensure effective procedures are in place for recording, investigating and reporting all accidents, incidents, near misses, dangerous occurrences, diseases and violent incidents. The College aims to eliminate accidents through systematic reporting, investigation and learning from all incidents.
Scope
This policy applies to:
· All accidents and incidents on College premises
· Incidents involving staff, students, visitors and contractors
· Near misses and dangerous occurrences
· Occupational diseases and ill health
· Violence and aggression incidents
· Off-site activities organised by the College
Definitions
For the purposes of this policy:
Accident: Any occurrence at work which causes injury and/or mental or physical pain however slight.
Near Miss: Any occurrence which, only because of luck or avoiding action, failed narrowly to cause an accident and indicates need for investigation to prevent recurrence.
Dangerous Occurrence: Any of the occurrences contained in Schedule 1 of RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013).
Disease: Any of the occupational diseases under Schedule 2 Part 1 of RIDDOR.
Violent Incident: Any incident in which a member of staff suffers abuse, threats, harassment or physical assault arising out of, or in the course of, their employment.
Work-Related: Any premises owned, leased, held under licence by Rose Bruford College, or shared with another organisation, or travelling between such premises or otherwise on College business.
Responsibilities
The College will:
· Maintain effective accident reporting systems
· Ensure compliance with RIDDOR requirements
· Investigate all serious incidents thoroughly
· Implement corrective actions from investigations
· Provide accident books and reporting forms
· Report to HSE as required by law
Principal or Nominee will:
· Ascertain which accidents and incidents require HSE reporting
· Sign and date accident book entries
· Commission investigations for serious incidents
· Review investigation reports and approve actions
· Report incidents to Board and committees
Head of Estates /Competent Person will:
· Maintain accident recording systems
· Submit RIDDOR reports within required timeframes
· Coordinate incident investigations
· Analyse incident trends and patterns
· Report statistics to committees
· Ensure corrective actions are implemented
Line Managers will:
· Ensure all incidents are reported promptly
· Conduct initial investigations
· Complete accident book entries
· Implement immediate corrective actions
· Support staff through incident aftermath
· Cooperate with formal investigations
Staff and Students will:
· Report all incidents immediately
· Complete accident book entries
· Cooperate with investigations
· Follow corrective actions implemented
· Attend medical treatment if required
Recording Procedures
Immediate Reporting
All incidents must be reported:
· Orally to a Manager or Reception staff immediately
· In writing within 24 hours via accident book
· To Facilities Manager if serious
The following methods of reporting should be used:
· Accident and Near Miss books located at Reception
· Online incident reporting forms
· Direct notification for serious incidents
· Telephone reporting for off-site incidents
Accident Book Entries
Every accident however slight must be entered in the official Accident Book with:
· Date, time and location of incident
· Details of injured person(s)
· Nature of injury or illness
· How the accident occurred
· Witnesses present
· First aid or treatment given
Entries must be:
· Signed and dated by the injured person where possible
· Countersigned by Facilities Manager
· Kept for minimum 3 years after last entry
· Stored securely for data protection
RIDDOR Reporting Requirements
Reportable Incidents
The College must report to HSE:
· Deaths from accidents
· Major injuries as listed in RIDDOR
· Dangerous occurrences
· Injuries causing over 7-day absence
· Occupational diseases
· Injuries to non-employees requiring hospital treatment
Reporting Timescales
· Fatal and major injuries: immediately by telephone then online within 10 days
· Over 7-day injuries: within 15 days online
· Dangerous occurrences: immediately then within 10 days
· Diseases: as soon as diagnosed
Documentation Required
RIDDOR reports must include:
· F2508 form or online submission
· Supporting accident book entries
· Witness statements
· Investigation reports
· Medical evidence where relevant
Investigation Procedures
Internal Investigations
The Facilities Manager or nominee will investigate all incidents as soon as possible to:
· Establish facts and causes
· Identify failures in systems or procedures
· Prevent recurrence
· Meet legal obligations
· Support insurance claims
Investigation Process
Investigations will:
· Begin immediately for serious incidents
· Include site inspection and photographs
· Gather witness statements
· Review risk assessments
· Examine equipment involved
· Consider human factors
· Produce written recommendations
External Investigations
College Management will cooperate fully with investigations by:
· Facilities Manager
· Police
· Insurance companies
· Environmental health officers
· Fire service
Special Categories

Visitors and Public
Incidents involving visitors require:
· Immediate first aid if needed
· Recording in accident book
· Notification to Facilities Manager
· Investigation for liability
· Insurance notification if required
Industrial Injuries
Staff suffering industrial injuries:
· Must report immediately to manager
· May claim Social Security benefits
· Should seek medical advice
· Must cooperate with return to work procedures
Violence and Aggression
Incidents of violence or aggression require:
· Immediate safety measures
· Police involvement if criminal case
· Support for affected staff
· Risk assessment review
· Consideration of exclusion/prosecution
Learning and Improvement
Corrective Actions
Following investigations, the College will:
· Implement immediate safety measures
· Review and update risk assessments
· Modify procedures or equipment
· Provide additional training
· Communicate lessons learned
Trend Analysis
The Facilities Manager will:
· Analyse incident patterns quarterly
· Identify high-risk areas
· Report trends to committees
· Recommend preventative measures
· Monitor effectiveness of controls
Monitoring and Review
This policy will be:
· Reviewed annually or after serious incidents
· Updated to reflect legislative changes
· Monitored through incident statistics
· Reported to Health and Safety Committee quarterly
· Audited for compliance annually

This policy will be reviewed annually and updated as necessary to reflect changes in legislation, best practice, and college activities. All staff and students are expected to familiarise themselves with this policy and contribute to maintaining safe and sustainable eating and drinking practices at Rose Bruford College.
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