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Accident Reporting Policy 

 

Scope and Purpose 

This accident reporting policy applies to occurrences involving pupils, staff, visitors and 

any other user of the school premises. 

All accidents that occur on the school premises must be dealt with and reported as soon 

as possible in accordance with Appendix A. 

Timely reporting of accidents enables the school to expedite any investigations and 

increases the likelihood of important findings. The sooner the cause of details of an 

accident are identified, the sooner the school can establish preventative measures for the 

future. 

What should I report? 

The school expects staff to report all pupil accidents no matter how minor.  

Minor injuries to staff such as small cuts or non-extensive bruises etc, that would not 

normally require action on behalf of the school, do not have to be reported (although 

staff may choose to do so should they wish). 

All accidents that involve (or could have involved) more severe injuries and require 

actions of investigation by the school must be dutifully reported. Staff are obliged to 

report any of the following; 

 All accidents involving pupils 

 Any injury that requires medical care or hospitalization 

 Any injuries to head, skull and face 

 Occurrences of loss of consciousness, being knocked out, concussion 

 Damage to any of the senses (i.e. partial of complete loss of hearing, sight, etc) 

 Incapacitation, dislocation of or breaks to limbs that hinders functionality and 

movement (including paralysis and amputation)  
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 Damage to the skin (burns, bruises or cuts) 

 Blows or injuries to the spine, back of ribs 

 Harm to the nervous system of loss of consciousness 

 Poisoning 

 Contamination from hazardous substances of transmission of disease 

Staff are also required to report occurrences that may not have involved injuries or 

victims but could be potentially dangerous in that respect if repeated. These include but 

are not limited to: 

 Slippery surfaces 

 Uneven surfaces (i.e. paving slabs, paths, curbs etc) 

 Broken or cracked windows/glass and or door and window frames 

 Water leaks 

 Gas leaks 

 Collapses of walls, ceilings etc 

 Inadequate electrical insulation of circuits 

-and these occurrences should be reported as soon as possible using; 

maintenance@silcoates.org.uk 

Reporting Procedure 

When a member of staff witnesses, is involved in or becomes aware of an incident, they 

must report it as follows: 

 To the School Nurse 

 To their line manager, Head of Department or a member of the SLT 

Staff should be familiarise themselves with, and follow, the Accident Procedures outlined  

in Appendix A. 

An Accident Form must be completed by the relevant member of staff for all pupil 

accidents and for all reported accidents involving adults. 

 

mailto:enquiries@silcoates.org.uk
http://www.silcoates.org.uk/
mailto:maintenance@silcoates.org.uk


 

Silcoates School, Wrenthorpe, Wakefield WF2 0PD 

Telephone 01924 291614 | Email enquiries@silcoates.org.uk | www.silcoates.org.uk 

 
Charity number 1158796 

 

 

Accident Form 

The relevant member of staff should complete, and sign, a school Accident Form, 

Appendix B, in a timely fashion and as soon as possible following an occurrence. 

Information should be provided, in as much detail as possible, on the following: 

 Place of the incident 

 Date and time of the incident 

 Pupils/individuals/staff involved or injured 

 Their position or involvement in the accident 

 Their actions immediately after the accident 

 Prevailing weather conditions, if outdoors 

Data Protection Act 2018 

The data supplied on the school’s Accident Form is covered by the Data Protection Act 

2018 and as such will be treated as confidential data used to enable the school to comply 

with its statutory obligations, to process insurance claims, to monitor health and safety 

and to implement appropriate remedial actions. Summary Data (anonymised, wherever 

possible) will be presented to the school’s Governor Health & Safety Committee. 

RIDDOR 

There are legal requirements, Appendix C, placed on employers, and schools, to report 

certain specified accidents, dangerous occurrences and occupational diseases to the 

enforcing authorities under the Reporting of Injuries, Disease and Dangerous Occurrences 

Regulations 1995 (RIDDOR). 

The School Nurse, in conjunction with the Bursar, shall ensure that the school is 

compliant with these obligations. 

Reviewed by: Mrs Alkadi – School Nurse 

Mr Johnson - Bursar 

Date of last 

review: 

 

June 2020 

Date of next 

review: 

 

June 2021 
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APPENDIX A: ACCIDENT PROCEDURES

PUPIL

VISITOR
PARENT

NFA

MInor 

Occurrence - no 
school action 

required

STAFF

Responsible 

member of 
staff/Staff 

in Charge of 
activity

NURSE
(or First Aider)

First Aid Administered

RIDDOR
BURSAR

INVESTIGATION

REMEDIAL ACTIONS

ALL Staff

SLT

GENERAL 

AWARENESS
(of incidents)

Reportable 

occurrence

NFA

AMBULANCE
NEEDED

ACCIDENT FORM
(must be completed for all reportable 

occurrences)

Injured person
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Accident/Incident Form 
Fill out the form to report each accident/incident that has taken place on the school premises. All 

original completed forms must be given to the School Nurse to store in the Accident Log File. 

Date of Accident 
 

Time of Accident 
 

Name of injured Pupil/Adult 
 

Pre-School/Class/Form/Staff/Visitor/Parent 
 

If Pre-School to Year 2 – Signature of Parent 
 

 

Person completing 

this form 

 
Position 

 

Signature of person completing this form 
 

Date form completed  
Copy of completed 

form to Nurse 
Y/N 

 

Description of accident/incident: [Slip/Trip/Fall, Collision with other child,  

Collision with object, Sports Injury, Injury from equipment, Other] 

 

 

 

 

 

 

Location of accident: [i.e. Playground, Classroom, Hall, Climbing Frame, Pitches, MUGA etc] 

 

Prevailing weather conditions: [i.e. Raining, wet, slippery, dry, sunny, windy, overcast etc] 

 

Treatment given:  [i.e. ice pack, plaster applied, sterile cleansing wipe, dressing applied etc] 
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Follow up – Please indicate one, or more, of the above as appropriate. 

 

 Returned to ……………………..(class/playground etc) as child well enough to remain at school 

 Sent to School Nurse 

 Parent/Guardian contacted.   Time of contact……………  Staff name………………...……….………….. 

 Collected by Parent/Guardian and taken home.   

 Time collected………  Name [Capitals] and Signature of Collector………………………………………… 

 Collected by Parent/Guardian and taken to Doctors/Walk in Centre/Hospital.  Time collected ……. 

 Ambulance transfer from School to Hospital.  Time transferred ………………………………………….. 

 Taken to Hospital by staff.  Names of staff…………………………………………………………….………. 

 Other ……………………………………………………………………………………………………………………. 

 

Post-accident/incident events (to be completed by Nurse, Bursar, SLT) 

Please indicate one, or more, of the above as appropriate. 

 

 Reported to HSE under RIDDOR [School Nurse] 

 Accident investigation report completed [Bursar] 

 Remedial Actions taken……………………………………………………………………………………………… 

……………………………………………………………………………………………………………………………. 

 Other ……………………………………………………………………………………………………………………. 

……………………………………………………………………………………………………………………………. 

 

Front Back Circle and mark as appropriate: 

Bump to head 

Enclose Bump to Head letter to 

parent 

Bump/bruise 

Cut/graze 

Damage to teeth 

Irritation to eye 

Nosebleed 

Splinter 

Sprain/strain 

Break 

Bite/sting 

Other: 

……………………………………………

.. 
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