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TITLE:
HEALTH AND SAFETY:


THE REPORTING, INVESTIGATION AND RECORDING OF ACCIDENTS, INCIDENTS AND DANGEROUS OCCURRENCES

PURPOSE/SCOPE:
To describe the procedure to be followed should an employee, student, contractor or visitor be involved in an accident, incident or experience ill health during the course of their employment, visit or contract with Cardonald College.


To ensure compliance with all relevant statutory requirements concerning the reporting of accidents and dangerous occurrences.

RESPONSIBILITY:
To ensure this procedure complies with current legislation - The Health and Safety Adviser 


For implementation of the procedure - Staff as detailed within 

DEFINITIONS:
Accident:

An unplanned event which results in physical harm (injury or disease) to an individual, damage to property or the environment, a loss or any combination of these effects. 


Incident:

A “near miss” which has the potential to cause any of the above.


Dangerous Occurrence:


Incidents specified in the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995.


Ill Health:

The development of any illness, disease or medical condition resulting from a work activity or the environment.

APPENDICES:
Forms

Accident or Dangerous Occurrence Report (HS-ADOR)
RELATED

INFORMATION:
RIDDOR 1995


Health and Safety (First Aid) Regulations 1981


Violence at Work Procedures (7:1:18)


Provision of First Aid Treatment and Facilities (Procedure 7:1:21) 

ORIGINATED
APPROVED
DATE


H&S Committee
INTRODUCTION
Accidents and incidents in the workplace cost money whether people are injured or equipment becomes damaged.  For this reason, all accidents and incidents that occur at Cardonald College and associated premises must be reported and appropriate investigations carried out.  The purpose of any investigation is to determine the cause(s) of the event and ensure that corrective action is implemented, within agreed timescales, to prevent a recurrence.  Additionally there are statutory requirements under which injuries and ill health caused by work activities and specified dangerous occurrences must be reported to the Health and Safety Executive (HSE).  This procedure has been developed to formally document the system to be used for the reporting of all such events that occur on campus.  

1.0
REPORTING AND INVESTIGATION
1.1
In the event of an accident, incident, dangerous occurrence or ill health occurring (involving employees and non employees), the member of staff in charge of the activity or area must complete an Accident or Dangerous Occurrence Report Form HS-ADOR, available from the First Aid Room, Personnel Department or your Department / Faculty and also on the Intranet. If it is unclear who the reporting person should be, the following guide should be applied:

· Accidents to students in teaching/learning areas on main site : Section Leader

· Accidents to students, staff or visitors in Library, FLU, Refectory, Information Centre, etc: Manager of relevant area

· Accidents to students in outreach centres : Class Tutor

· Accidents to staff in working areas : Line Manager

· Accidents to students and staff in communal areas : Estates and Facilities Manager (initial report to be made to Reception)

· Accidents to visitors: member of staff who invited the visitor on site.

1.2
If a First Aider has been called to treat the accident victim, the First Aider should record the details in the Accident Book in the First Aid Room, and should ensure that: -

a. The appropriate reporting person (as indicated above) is aware that the accident has taken place; and

b. The tear-off Accident Report is presented to the H&S Adviser.

c. The H&S Adviser will notify Personnel immediately, and the investigation report will be submitted to Personnel upon completion.

N.B. The First Aider is not responsible for completing the HS-ADOR or for investigating the accident.

1.3
When completing HS-ADOR, the responsible person must provide as much detail as possible about the event that has occurred.  For example, the events leading up to the accident or incident, the part played by any people, the name and type of any machine involved, the name and quantity of any substance involved.  This information should then be passed to the Head of Faculty / Unit Manager.

1.4
The Health and Safety Adviser and the Head of Faculty / Unit Manager will ensure that a detailed investigation is carried out as soon as possible after the event has occurred and that appropriate corrective action and responsibilities for implementation are identified on the Investigation Report. Most investigations are straightforward, and corrective action is easily identifiable. In more complex cases, the expertise of other personnel in the college can and should be called upon (e.g. a member of the Estates team, a lecturer).

1.5
On completion, the Investigation Report will be signed by the Health and Safety Adviser and the Head of Faculty / Unit Manager, the latter being responsible for ensuring that appropriate corrective action is implemented.  By signing the form, both parties are acknowledging that they are satisfied with the investigation that has taken place and the corrective action identified.  Explanatory photographs may be appended where it is felt appropriate. The Head of Faculty / Unit Manager should retain a copy of the form for his/her own records.

1.6
The Investigation Report form will be sent to the Personnel Department as soon as practicable after the event and, in any case, within 7 working days to allow for statutory reporting requirements.

1.7
Where appropriate the HSE must be notified by the Personnel Department, following the guidelines outlined in Section 2.

1.8
In the event of a serious accident or incident occurring, the Health and Safety Adviser, or Principal in his/her absence, must be notified immediately.  In such instances, a panel of inquiry may be established to provide a more detailed investigation.  Panel members will be dependent on the affected areas and gravity of the event.

2.0
STATUTORY REPORTING REQUIREMENTS

The Personnel Department must report the following to the HSE by telephone, fax or through the website.


Fatal Accidents (employees and non employees)

Notification must be made as soon as is practicable.


Major Injury Accidents (employees)

The major injury accidents/conditions that must be reported are:

· All fractures, except to fingers, thumbs or toes

· All amputations

· Dislocation of shoulders, hips, knees or spine

· The loss of sight (temporary or permanent), a penetrating injury, a chemical or hot metal burn to an eye

· Electric shock or electric burn injuries which result in unconsciousness, admittance to hospital for more than 24 hours or which require resuscitation

· Loss of consciousness resulting from asphyxia or exposure to harmful substances, including biological agents

· Any acute illness requiring medical treatment, plus any loss of consciousness resulting (in either case) from the absorption of any substance by inhalation, ingestion or through the skin

· Acute illness requiring medical treatment which is suspected to have resulted from exposure to a biological agent or infected material

· Any other injury which results in admittance to hospital for more than 24 hours.


Notification should be made within 10 calendar days of the accident occurring.

2.1
Three Day Accidents (employees)


Accidents that cause more than 3 consecutive days incapacity for work must also be reported.  In calculating the 3 days, the day of the accident is not included, however, any days which would not normally be working days (such as Saturdays and Sundays) are included.  In addition, “incapacity for work” does not necessarily mean actual absence from work.  If a person is incapable of doing the work which they might reasonably be expected to do, that is equally acceptable as “incapacity for work”.  Notification should be made within 10 calendar days of the accident occurring.

2.2
Injuries to Non Employees


Injuries to students and members of the public, which require the injured person to be taken straight to hospital, must be reported within 10 calendar days.  Please note that the onus for reporting a contractor’s accident to the HSE rests entirely with the contractor’s employer.  Trainees on Government sponsored training schemes should be treated as employees, with the above guidelines applying in all cases.

2.3
Diseases


Any medical report or sickness absence certificate received from an employee’s doctor by the Personnel Department indicating that the patient is suffering from a specified disease, corresponding to a specified work activity, must be reported to the HSE as soon as is practicable.  Further advice should be sought from the Health and Safety Adviser.

2.4
Dangerous Occurrences


Dangerous occurrences must be reported as soon as is practicable.  Given below are the most likely dangerous occurrences to occur on educational premises:

· The collapse, overturning or failure of any load bearing part of any lift, hoist, crane, derrick, mobile powered access platform, access cradle, window cleaning cradle, excavator or fork lift truck.

· The failure of any closed vessel (including a boiler or boiler tube) or of any associated pipe-work, in which the internal pressure was above or below atmospheric pressure, where the failure has the potential to cause the death of any person.

· Electrical short circuit or overload attended by fire or explosion which results in plant stoppage for more than 24 hours and which may have caused death or injury.

· The accidental release or escape of any substance in quantities sufficient to cause death, major injury or other adverse health effects.


For a full list of specified dangerous occurrences, please contact the Health and Safety Adviser.
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