ACCIDENT REPORTING FLOW-CHART



Is the Injured Party an employee of the school/County Council?





Is it a ‘Specified’ injury as described in SAN(G)3?





Yes





Yes





Notify The H&S Team by phone as soon as possible


Complete and submit accident/incident form to H&S Team as soon as possible.


Record incident in Official Accident Book


Undertake accident investigation to identify causes and remedial actions to prevent a recurrence 





No





Is the Injured Party an employee of another organisation working in the educational establishment?





INCIDENT


(Resulting in injury or ill-health).





For information on reporting dangerous occurrences or violence not resulting in injury to individuals, see SAN(G)3.








Is the Injured Party a pupil or member of the public i.e. visitor or trespasser





No





Yes





Inform employer as soon as possible.  Follow procedures as for employee of County Council.





Is it a minor injury?





No





Yes





Record incident in official Accident Book


Where appropriate, submit accident/incident form to the H&S Team


Undertake accident investigation to identify causes and remedial actions to prevent a recurrence








Yes





Is it a ‘Specified’ injury and/or one which requires hospital treatment?





Is it a minor injury?





No





Yes





Record details in Accident Book


Where appropriate, Complete and submit accident/incident form to H&S Team


Undertake accident investigation to identify causes and remedial actions to prevent a recurrence





Was the injury attributable in some way to a failure arising from work activity?


1.	Lack of supervision:


2.	Use of equipment or plant;


3.	Contact with substance; or


4.	Condition of the premises





Yes





Complete and submit accident/incident form to the H&S Team


within  7 days of incident date


Record details in Accident Book


Notify parents 





No





Notify  the H&S Team by phone as soon as possible


Complete and submit accident/incident form to the H&S Team as soon as possible


Record incident in Official Accident Book/Pupil Incident book


Undertake accident investigation to identify causes and remedial actions to prevent a recurrence 








Yes





Health and Safety Team, Carlisle East Community Fire Station, Eastern Way, Carlisle, CA1 3RA


Tel. No: 01228 221616     Fax. No: 01228 226291


Email. � HYPERLINK "mailto:healthandsafety@cumbria.gov.uk"��healthandsafety@cumbria.gov.uk� 





Health and Safety Team
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IMPORTANT: PLEASE DO NOT REPORT ACCIDENTS DIRECTLY TO THE HSE WITHOUT FIRST CONTACTING THE HEALTH AND SAFETY TEAM








