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DIRECTOR FOR EDUCATION POLICY STATEMENT

HEALTH AND SAFETY POLICY STATEMENT

As Director for Education, | have overall responsibility for all health and safety
matters within Education. As such | am committed to the continuous improvement in
health and safety standards for staff, clients, pupils, and visitors and a better working
environment for everyone.

It is essential to the achievement of our Strategy for Health and Safety to ensure that
access to the right knowledge, skills, and support is available to staff when they need
it, and that this is widely communicated and understood.

| am committed to the continuous improvement in health and safety management by
setting clear objectives and monitoring performance through health and safety
management plans and proactive audit programmes. All Headteachers, including the
Senior Leadership Team must lead by example by demonstrating best practice in
health and safety management and ensuring whenever possible, that all
management decisions further health and safety objectives.

Effective partnerships between Headteachers and staff are crucial to successful
health and safety management. Poor health and safety management is rarely the
result of malicious intent. Education and training in health and safety skills and risk
management are key to achieving a strong health and safety culture which benefits
all staff, clients, pupils, visitors, and contractors who work in our premises, and
improves the quality of our service.

(. Vakhn

Director for Education
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PART A: POLICY
INTRODUCTION

Accidents are normally the result of a combination of contributory factors, which lead
to unsafe acts, conditions, or situations. The causes, which are both immediate and
underlying, include failures in organisation, lack of management control, and other
human factors e.g., a person’s perception, attitude of competence.

By investigating and reporting, all relevant Smartaa incidents and accidents you will
be assisting your School, to effectively manage health and safety.

Incidents and Accidents are recorded on the Smartaa accident database which is
held centrally by the Schools Health and Safety Team. The accurate filling in of the
electronic accident form, is therefore vital to enable accidents to be checked over
and for the production of useful statistical information.

RESPONSIBILITIES

Headteacher/Responsible Person

The investigation of accidents and the completion of the electronic accident forms
must be carried out. The Headteacher/Responsible Person should ensure that there
is completion of the online report. Where necessary, assistance and advice can be
obtained from the Schools Health & Safety Team.

All Employees

All employees have a duty to report accidents (including near miss incidents,
instances of verbal abuse or threatening behaviour) This should be communicated to
all staff at induction, and at regular intervals e.g., team briefings, notices on health
and safety notice boards, etc.
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Trade Unions

Trade Union appointed Safety Representatives are entitled to carry out an inspection
of the area concerned where there has been an accident or disease, or dangerous
occurrence as defined by RIDDOR 2013. Safety Representatives have their own
systems for this purpose and the Line Manager should liaise with them as required.
The best approach is a joint inspection as; after all, the main purpose is to determine
the causes, without apportioning blame, so that the necessary preventive actions
can be taken. Trade unions can also advise their members after an accident,
including violence and verbal abuse and should be contacted at the earliest
opportunity.

Schools Health & Safety Team

The Schools Health & Safety Team should ensure: -

verification and review of accidents on the Smartaa system.

reporting of RIDDOR accidents.

liaison with Headteacher/Teams reporting Accidents or Incidents.

provision of training and/or coaching on reporting or investigation of accidents
when requested.

e provision of assistance in the investigation of complex accidents or incidents.

Purpose and Scope of Policy

The purpose of this policy is to ensure incidents, accidents, fires and acts of violence
and abuse are investigated and reported. The guidance under this policy provides
processes for accident investigation and reporting procedures using the online
Smartaa system.

The aim of this policy is to enable us to: -

a) Ascertain both the immediate and underlying causes (there is rarely a
single cause).

b) Put in place measures to prevent similar accidents happening again; and

C) Identify accident trends in certain jobs, activities, or areas.

Greater time and effort should also be afforded to the investigation of incidents,
which resulted in, or had the potential to result in, serious consequences. Remember
that the potential for injury is as important as the actual injury and that a near miss
should not be dismissed as unimportant. For example, if someone slips on spilled
liquid or over a loose floor covering but does not hurt themselves, you still have the
ingredients for a problem. These types of incidents present learning opportunities
from which improved risk control measures can be implemented.
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PART B: GUIDANCE

The following guidance is centred on the reporting process which requires by its
nature accident/incident investigation.

ACCIDENT INVESTIGATION

Immediate Action Following an Accident

e Treating the injured person and making sure they are properly cared for;

e Making the immediate area safe but, during rescue and clearing up, leaving
the scene as undisturbed as possible.

e Keeping non-essential personnel away from the area.

Taking these prompt actions will allow you to carry out the investigation effectively
and efficiently.

Gathering the Facts

It is important that as much information relevant to an accident is gathered in a timely
manner as soon as possible. The amount of information gathering required is
relevant to the seriousness of the accident/incident and requires judicious decision
making by the investigator. In more serious cases the Schools Health & Safety
Team can offer assistance with investigations.

When collecting information do not forget that a picture says a thousand words in
many cases and the use of mobile phones in today’s world makes this an easy data
capture. The following tips can help with any investigation; this list is not exhaustive
but can include the following as well as other good practice that may be
recommended:

o Timeline from before the accident until after.
o Photos and pictures.
o Sketches (this can be simple matchstick men diagrams — usually birds’
eye view.
Schools Health & Safety Team 7 0f 39 Version 5
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o Witness statements.

Existing risk assessments.

Previous accident/incident data.

Check equipment and maintenance records.

Identifying cause of injury and cause of accident separately.
Other -environmental conditions e.g., weather

When investigating an accident do not forget to ask all the questions relating to; how,
why, when, who, where and what.

Accidents will normally have a primary cause (e.g., box on the floor causing a trip)
and an underline or root cause (e.g., no cleaning or tidying up process).

When investigating an accident be clear in your mind to separate the cause of the
accident and the cause of injury. They are not the same thing but there is often
confusing e.g., falling over and suffering injury is the cause of the injury, the cause of
accident must relate to some other factor e.g., trip hazard or rushing.

Following any accident investigation, a review of existing risk assessments should
always take place.

Reporting Procedure

To make the reporting procedures as simple as possible, the online system should
be followed using the Council’s Accident Reporting System (Smartaa).

As soon as practicable after an incident, the details should be reported, either
verbally or in writing to the Headteacher.

Where violent or abusive incidents occur as a result of actions or behaviour then the
‘violence/abuse’ tab on the on-line reporting system should be used.

The circumstances of an accident/incident should be investigated at the earliest
opportunity. Where remedial or protective action is required, then this should be
carried out without delay.
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The following table describes the categories, Accident, Incident, Violence &

Abuse and Fire

Accident An unplanned event that results in injury or ill health to staff
and members of the public. This will range from minor to major
accidents.

Incident There are various incidents that may need reporting:

¢ Anincident where someone has been taken ill but no
causal accident occurred.

e Serious incidents such as collapse of a wall or
explosion.

Violence & Abuse

All incidents of violence and abuse against staff should be
reported under this option:
e Member of the public abusing a member of staff over
the phone.
e Member of public threatening a member of staff at
work.
e Act of violence and abuse to staff by students.

Other types of violence/aggression incidents e.g. service
users/members of the public having an altercation in a School
building should be recorded on the Smartaa system.

Note: If the incident involves an assault or physical damage
an Accident report must also be completed.

Fire Incident

All fires that occur on School property need to be reported.

Reporting to the Health and Safety Executive (HSE)

(The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR 2013) place duties on employers to report accidents)

Schools Health & Safety Team
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Reporting to the HSE will be done for you by the School’s Health and Safety Team
on your behalf following a submission from the Team of the accident/incident
reporting form via Smartaa.

When the Health and Safety Team receive reports, they read and centrally record as
part of the Council’s general monitoring of health and safety matters. Further
investigation or recommendations for remedial actions may be made as appropriate.

Schools Health & Safety Team 10 of 39 Version 5
Accident Reporting & Investigation Policy & Guidance Next Review Date: Oct 2026



THE REPORTING OF INJURIES, DISEASES AND DANGEROUS
OCCURRENCES REGULATIONS (RIDDOR 2013)

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations
(RIDDOR 2013) place duties on employers to report accidents.

Accidents which result in death or major injury must be reported immediately.

The list of ‘specified injuries’ in RIDDOR 2013 replaces the previous list of ‘major
injuries’ in RIDDOR 1995. Specified injuries are (regulation 4):

e fractures, other than to fingers, thumbs, and toes
e amputations
e any injury likely to lead to permanent loss of sight or reduction in sight
e any crush injury to the head or torso causing damage to the brain or internal
organs
e serious burns (including scalding) which:
o covers more than 10% of the body
o causes significant damage to the eyes, respiratory system, or other
vital organs
e any scalping requiring hospital treatment
e any loss of consciousness caused by head injury or asphyxia
e any other injury arising from working in an enclosed space which:
o leads to hypothermia or heat-induced illness
o requires resuscitation or admittance to hospital for more than 24 hours

Incidents/Accidents to pupils

It is the case that all accidents or injuries to pupils should be recorded in the accident
book or more serious or concerning logged on and recorded on the Smartaa system.

However, with respect to RIDDOR injuries to pupils who are involved in an accident
at school, or an activity organised by the school are only reportable under RIDDOR if
the accidents result in: -

e the death of the person, and arose out of or in connection with a work activity;
or

e an injury that arose out of or in connection with a work activity and the person
is

e taken directly from the scene of the accident to hospital for treatment
(examinations and diagnostic tests do not constitute treatment).

If a pupil injured in an accident remains at school, is taken home or is simply absent
from school for a number of days, the incident is not reportable.

Many of the common incidents that cause injuries to pupils at school tend not to be
reportable under RIDDOR, as they do not arise directly from the way the school
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undertakes a work activity. Remember, in all these cases, you only need to consider
reporting where an accident results in a pupil’'s death or they are taken directly from
the scene of the accident to hospital for treatment. There is no need to report
incidents where people are taken to hospital purely as a precaution, when no injury
is apparent.

Accidents to pupils during sports activities for RIDDOR purposes

Accidents are reportable under RIDDOR if they are caused by the condition, design
or maintenance of the premises or equipment, or because of inadequate
arrangements for supervision of an activity. If an accident that results in an injury
arises because of the normal rough and tumble of a game, the accident and resulting
injury would not be reportable. Examples of reportable incidents include where: the
condition of the premises or sports equipment was a factor in the incident, e.g. where
a pupil slips and fractures an arm because a member of staff had polished the sports
hall floor and left it too slippery for sports; or there was inadequate supervision to
prevent an incident, or failings in the organisation and management of an event.

Accidents to pupils in a playground for RIDDOR purposes

Most playground accidents due to collisions, slips, trips and falls are not normally
RIDDOR reportable. Incidents are only reportable where the injury results in a pupil
either being Kkilled or taken directly to a hospital for treatment. Either is only
reportable if they were caused by an accident that happened from or in connection
with a work activity.

This includes incidents arising because:
e the condition of the premises or equipment was poor, e.g. badly maintained
play equipment; or
e the school had not provided adequate supervision, e.g. where particular risks
were identified, but no action was taken to provide suitable supervision.

Incidents/Accidents to Staff, Volunteers etc.

All employees, agency staff or volunteers carrying out a role for schools should
report accidents/incidents as an employee. Anyone in these roles is for the
purposes of accident reporting a member of staff.

All incidents/accidents to staff should be recorded on the Smartaa system. However,
they are not necessarily RIDDOR accidents for the purposes of the HSE.

The requirements for reportable accidents/incidents under RIDDOR is different for
staff as opposed to those considered under the regulations as members of the public
(i.e., students, contractors, visitors etc.) Not all accidents need to be reported to the
HSE under RIDDOR, a RIDDOR report is required where the accident:

e Results in a death to workers must be reported if they arise from a work-
related accident, including all acts of physical violence to a worker
(notify/report without delay). A full report must be sent within 10 days.
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e Specified Injury to worker (notify/report without delay). A full report must be
sent within 10 days.

A fracture, other than to fingers, thumbs, and toes.

Amputation of an arm, hand, finger, thumb, leg, foot or toe.

Permanent loss of sight or reduction of sight.

Crush injuries leading to internal organ damage.

Serious burns (covering more than 10% of the body, or damaging the
yes, respiratory system, or other vital organs).

Scalping (separation of skin from the head) which require hospital
treatment.

Unconsciousness caused by head injury or asphyxia.

Any other injury arising from working in an enclosed space, which
leads to hypothermia, head induced illness or requires resuscitation or
admittance to hospital for more than 24 hours.

YV VVVVY

VY VY

e Over seven-day injuries to workers — where an employee is away from work
and unable to perform their normal duties for more than seven consecutive
days (not counting the day of the accident).

Please refer to Appendix 4 for a full explanation.

Incidents/Accidents to Members of the public

It is the case that all accidents or injuries to member of the public should be recorded
in the accident book or more serious or concerning logged on and recorded on the
Smartaa system.

However, with respect to RIDDOR injuries to member of the public who are involved
in an accident, or an activity organised by the School are only reportable under
RIDDOR if the accidents result in: -

e the death of the person, and arose out of or in connection with a work activity;
or

e an injury that arose out of or in connection with a work activity and the person
is taken directly from the scene of the accident to hospital for treatment
(examinations and diagnostic tests do not constitute treatment).

If a member of the public injured in an accident remains at the scene or is taken
home, the incident is not reportable.

Many of the common incidents that cause injuries to member of the public at School
premises tend not to be reportable under RIDDOR, as they do not arise directly from
the way the School undertakes a work activity. Remember, in all these cases, you
only need to consider reporting where an accident results in a member of the public’s
death or they are taken directly from the scene of the accident to hospital for
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treatment. There is no need to report incidents where people are taken to hospital
purely as a precaution, when no injury is apparent.
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Incidents/Accidents to other people who are not at work e.qg. contractors or visitors

All accidents to visitors or contractors should be recorded on the Smartaa system.
However, they are not necessarily RIDDOR accidents for the purposes of the HSE.

Injuries to contractors or other visitors who are involved in an accident at School
premises, or an activity organised by the School are only reportable under RIDDOR
if the accidents result in: -

- the death of the person, and arose out of or in connection with a work activity;
or

- aninjury that arose out of or in connection with a work activity and the person
is taken directly from the scene of the accident to hospital for treatment
(examinations and diagnostic tests do not constitute treatment).

Remedial Action

All accidents, however minor need to be investigated by a Headteacher to determine
what action is needed to prevent recurrence.

e Check area/conditions

e Review risk assessments

e Make sure equipment is fit for purpose

e Training

Not all accidents warrant further action

The remedial action section of the on-line accident report should always contain a
positive action. The least we can do is verbally instruct on health and safety rules.
This should be completed by a responsible person/manager. The remedial action
section of the on-line accident report should always contain a positive action. The
least we can do is verbally instruct on health and safety rules.
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APPENDIX 1 — USING THE SMARTAA SYSTEM
Accident, Incident, Violence & Abuse Reporting Instructions

Please log in to the system: Smartaa System

Using the username and password for your school, please enter these on this
page.

ENFIELD

Council

il

smarta

|Jserame

Password

Login

Forgot your password?

Use this tile to report new accidents, incidents, violence & abuse:

nary School 9P Help @ LogOut

{ NEWfFire Incident Form ]

smarta ‘ \'ﬁ L
%71

f" l NEW Accidents l School Accident/Incident/Violence &
{:“ Abuse
N .\ l Location Based Applications l
v
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https://enfieldcouncil.smartaa.co.uk/login2017.aspx?ReturnUrl=%2ftiers%2fTierSelection.aspx%3fLevel%3d1&Level=1

To create a new record, select ‘New Record’

wt/\ School Accident/Incident/Violence®

i Information = Record List ~

Please complete all mandatory fields, these are indicated with a red outline.

Select the type of record you are reporting:

Accident/Incident/Violence & Abuse

Is this an accident, incident, or violence &
abuse record?

Accident

Incident

Violence & Abuse

Enter the details of the member of staff at the school who is completing the record.

Your schools’ details will be filled in automatically in the ‘Location’ section.

Details of Person Recording

Name of Person Recording Email address Job Title/Position

J J .

Date of Entry

10/06/2021
Location
Directorate Division Service
SCHOOLS ONLY + | PRIMARY SCHOOLS + | (Garfield Primary Primary 5chool s
Schools Health & Safety Team 17 of 39 Version 5
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Fill in the details of the injured person.

Injured Person

Date & Time of Accident/Incident Surname First Name
| x[m] | J x
Home Address 1 Home Address 2 Home Address 3
| <] | J x
Home Postcode Home Tel No. Gender
| ] | x] |
Date of Birth NI Mumber Pay Mo
| x|s
Age at Accident/Incident Time in Position Person Status
| x] |
‘Work Tel No Classification of Injury, Threat or Abuse
| <] | x <]
Describe what happened

x

Schools Health & Safety Team
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Select the ‘Nature of Injury’ and body region which was affected.

Don't forget that the injured side of the body is that of the victim. In this case it is the

left arm.

If you are reporting an incident, violence, and abuse record where no physical injury
was sustained, there is an option to select ‘Not Physical — Threatened, Verbal

Abuse’.

Injury & Medical

Wature of injury (1)

Fracture (other than finger, thumb or toe) *

Schools Health & Safety Team

Accident Reporting & Investigation Policy & Guidance

Left Arm

Select a Body Part

Forearm
Elbow
Wrist

Shoulder

19 of 39

Select an Injury

Cut, Graze or Puncture

Bruise, Sprain or Strain
Suspected Broken or Fractured
Impact or Crash Injury
Amputation

Burn, Rash or Swelling
Contamination or Foreign Body

Assumed Internal Injury
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Complete the accident/incident details.

First Aid Given

| ]
Treatment(s)
X
P
Was the person taken directly to hospital from
Become Unconscious Meeds Resuscitation the scene of the accident/incident?
| x+| | xs| | x ¢

@ Did the person receive treatment at hospital
in respect of the injuries sustained from the
accident/incident? Cutcome [] Days Off

If the accident/incident did not occur at the school, please enter the location details:

Location of Accident/Incident

MName of Premises/Building (if not at the
school) Address 1 Address 2

Area where accident/incident occurred

Type of Location Weather Conditions Agents Involved

Complete the ‘Investigation’ details.

Schools Health & Safety Team 20 of 39 Version 5
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Investigation

Date of Investigation Mame of Person completing investigation Job Title/Position
| x| | J x
What was the immediate cause of the Have you considered the underlying cause of
accident/incident (i.e. unsafe acts/conditions) the accident/incident?
X % l *

@ What caused the injury/ill health or other loss?

X
P
|s there adequate supervision, control and co-
Have there been previous similar ordination of the work inveolved e.g.
accidents/incidents? playgrounds are supervised? Is a relevant risk assessment in place?
<] | <] | x s

There is now an opportunity to enter the details of any witness that may have been
present:

Witness
Click here to add Witness Details
Photos
Choose file Browse

Please attach up to 10 files no bigger than 100ME each

Reports

Choose file Browse

Please attach up to 10 files no bigger than 100MEB each

Please enter positive detailed remedial action.

Remedial Action

@ What steps have been taken to remedy the “immediate causes” of the accident/ill health or other loss?

Target Date By Whom

Once completed, you will be able to submit your report to Corporate Health & Safety

for verification. \

i Information i Abandon
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Please note that your record will not appear in your ‘Record List’ until it has been
verified.

5 Dynamic List View
a % = 8@ :

spx?appnpk=318stage=default

< C @ sarms-enfield.antidynamic.co.uk/AccrasV2/Latest/RecordList.a
5 Apps @ Appointments|Kin.. EJ SHAREPOINT G www - Google Sear.. [ Enterprise E-Learni.. (O The Access Custom.. & CLASSilogin Awr Webtracker @ IMS » Reading st

a

Select what record status you

want to see in the record list
view on the page

Date & Time of of Injury, Threat | Is this record RIDDOR ‘What level of investigation is
Accident/Inciden reportable? required?

Version 5
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APPENDIX 2 — HSE Guidance on Reporting of Incidents in Schools

Schools Health & Safety Team 23 of 39 Version 5
Accident Reporting & Investigation Policy & Guidance Next Review Date: Oct 2026



Health and Safety
Execulive

Incident reporting in schools (accidents, diseases
and dangerous occurrences)

Guidance for employers

HSE Informatlon sheet

Introduction

This information shest gives guidanca on how e
Reporiing of Injuriss, Dissases and Dangsrous
Occurrencas Regulations 20128 (RIDDOR) apply to
£CNOOIE. MOSt incidents that happan in Schoals or

on achood trips do not need 10 be reported. Cnily in
imited Cirtumstances will an incadent need nofifying to
the Health and Safiety Executve (HSE) under RIDDOR.
The irformation sheet gives practical guidance to
sChoois about what they nead to eport and Now o
do it

What needs to be reported?

RIDDOR requirgs SMpicyers and others in Cortroi
of premisas to oport certain accidents, diseasas
and dangertus CCCurmences anising out of or in
connection with work.

The ifcrmabon sneet iNCludss sxampiss of e
ncidents that somstimes result from sChools” actvities
and arg reporiatle under RIDDOA. The shest contans
three sactions, which cover:

W Njuniss and il ieagh mohing smpicyoes
Saction 1);

W injuriss imolving pupis and othsr people not at
work [Secton 2);

B dangerous OCcumences (Section 3).

Who should report?

The duty 10 notify and report rests with the
‘responsible person’. For incidants imohing pupis
and school staff, this is normally the main employer at
the school. The education pagas on HSE's websiie
at waanw NES. G0V Uk EENACELSIUCIDON Drlvide
nformation anout wihd the smpioysr & in diferant
types of SChoois.

Some school employers May have contraly
co-ordinated roporting procedurcs. In others, roporting

Schools Health & Safety Team
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Education Information Shest No1 [Revision 3)

may be delegated 10 the school management team.
The heasn and safaty policy should S8t out the
raspONGDIifties and arrangaments for neporting in
each school,

INCIOEMtS Mok COMrachors working on schodl
premises amo normaly reportable by thoir employsrs.
Conmtractors could DS, &g Duildars, Maintenance siaf,
cloanors or catoring s,

If a gef-amployed comtracior iz working in choo
pramizas and they suffer a specified injury or an
Onir-SEvan-day injury, the Derson in control of the
pramass wil De the responciiie parson. (See HSES
RIDDOR web pages at www. Nes gov. ukriddor for
miore detail on the mporiing arrangameants for self-
employsd people.)

Who do | report to?

For ganeral advics about Now 10 report, 88 HSE's
RIDDOR wel pages. Youw can report all inciderts
onine and thess is a telephone senvics for reporiing
fatal and apecified injuriez only. Reporting details
for out of Nours iNcidents ars avalable from HSE's
out OF Nowrs welh Dage 3 www NS5.00v Uk Contact!
comtact. hm.

For incidents on School premisas imveiing membor s
of ataff, pupils or visitors, HSE is the arforcing
authority and you should Submit your reporis 1o
fhem. HSE is ais0 the enforcing auihority fOr Nurssry
provision provided and cperated by loCal authorties.
For privataly ruf Nurssry 5CNo0ls, the local authorty s
e enforcng autnority.

What records must | keep?
YiOw Must keed racords of:
m any reportable death, specified injury. diseass

Or dangercus CCowmancs that regquires reporting
wundar RIDDOR;
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W all ocCupational Njuriss whens a worke: i Sy
from work Or inCapacitated fior more than three
consscuthg days. From & April 2012 you don't
have to report over-three-day injuriss, but you
muzt kesp a record of them. Employers can
reCond thebs iNjunas in theer accident DoOok.

Wiou Must keep reconds for at lsast thres yaars afier
the incidant.

Section 1: Injuries and ill health to
people at work

Under RIDDOR, the responsible parson must report
e foliowing work-refated accidents, including thoss
caused Dy physical violence, if an employes it injursd,
whargver they are working:

B accidents which result in death or a specified injury
miwst De reporbed without delay (zes ‘Raportabla
spacifiad injuries’);

W accidents which prevent the injured person from
continuing their normal work for more than sewven
days (not coumnting the day of the accident, Dut
ncluding weekands and other rest days) must be
raported within 15 days of the accident.

Tha recponsibls person must also report any case

of a work-rslated dissase, spacifiad undar RIDDOR,
that affects an employes and that a doctor Confirms

n writing (586 'Aeportabie (E58ases’). You can find
detaiad guidance about RIDDOR reporting and onling
reporting Procedurss at www. NSe. Qo ukriddon
report.ntm.

if you arg in Conirol Of Dromisss, you ans also requinad
t0 raport any work-ralated deaths and certain njuriss
tD Eetf-omployed paoDie that takes place while they ang
working at the premises.

Reportable specified injuries
Thess inchuds:

B fractunas, Oihar than to fingers, thumiDs and toes;
amputations;
anvy injury kel 10 kBad 10 permanant 1055 oF saght
or reduction in sight;
W any crush inury 1o the Nead or 10rs0 causing
damage 10 the Drain or internal orjans;
B S8n0us burns (ncluding scalding), which:
— COvgr Mioed tham 10% of the Dody; or
— Cause signincant damage to the eves, reepiratony
system or other vital organs;
W any scalping requiring Nospdal treatmeant;
B any lces of conaCicusness caused by Nead injury
Or aspinna;

Inckdent mporbing in schools [aockdents, discascs ano dangoemUs DOOINORS
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W any other iNjury anising frdm working in an enciossd
space which:
— leads to hypothermia or Neat-induced illnoss; or
— meuirss reSuUBCTation Or S0mttance to NosD&Ea
for mors than 24 howrs.

Physical viclence

Some acts of non-consencual physical violence to

a Dars0n at work, which resuit in death, a spechisd
iMjury Or 4 perton being incapaciatod for Owor seven
days, are reporiable. In the case of an ovar-cevan-day
iMpury, the iNCapacity Must anss fom a phySical inury.
not a peychological maction 1o the act of viclanca.

Examples of raportable injuriss from vickencs inchuds
an incidant wharg a taacher sustains a Epﬂﬂi'_ﬂd
iMjury DECAuse a pupil, colaague Or membar of the
FIL.IL‘-iII.‘ assaufs them whila on school FII'G"I'Ii[EIG. This
iS5 reportabie, Docausa it ansss Out Of Or in Connaction
with werle.

Reportable cccupational diseazes

EMpi0yers MuSt roport ocCupational (isaanss when
they recoive a written diagnosis from a doctor that
thieir Mployes Nas a reportabie JEeans linked 10
occupational exposure. (368 www NSe.gov. ukrddor
for Oetdils of the raporting arrangermanits for Set-
employed peopls.)

Theass inchuds:

B Carpal tunnel Syndroms;

W ©owors Cramp of the hand or foraarm;

m occupational desmatitis, 6g fom work imohing
strong acids or alkads, including domashc bieach;

m  hand-arm vibration syndrome;

W OCCupational asthma, of from wood dust and
soldering wsing rosin flusx;

B tendonits or fenoEyNtvtS Of the Nand or foneanm;

any oCcupational cancer;

any dissass atMbutsd t0 an OCCUPSHoNal SxpoGUS

to a biclogical agsnt.

Stress

Wiork-ralated Sinect and strecs-redated iiNecses
(inciuding post-traumatc stress disonder ans not
reportabia under RIDDOR. To be reportabie, an njury
must have reculted from an ‘actidont’ ahsing out of or
in connaction with work.

In retation to RIDDOR, an accident is a discnats,
idemtifiaole, unimtended incident which Cauwsas physcal
inury. Siross-ralated condtions usualy recult from

a proionged penod of Drasburs, often fnom many
factors, Mot just one distinct ewent.
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Section 2: Incidents to pupils and other
people who are not at work

INjumSs 10 Dupis and wishors wihd arg iMmeobaad in an
accident at school or on an activity organscd Dy
tne SCNoO arg ONky rEDOraNe undsr RIDDOA # tha
accident recuits in:

m the death of the person, and aross out of or in
Connection with a work EI.C‘tr-.'Tl}'. or

W an if'lll..lr}' that amose out of Or in ComNeCcton with
a work actiity and 18 Pers0n & taken dirsciy
from ihe soene of the accident to r'IEE-FIHEI. for
treatment fexaminations and d agnmﬁn:.‘ tects do
not constitis treatmant).

The lists of specified injuriss and diteasses descrbDed
n Section 1 only apnéy 10 empioyees. F a pupil injumsd
n an incident remains at school, i taken home or is
EiMDéy aDeent friom SChodl fidr 3 NumiDar of days, e
ncident iz not reportabls.

How do | decide whether an accident to a pupil
‘arises out of or iz in connection with work™?

The recponsible person at e SChool SNould ConSadsr
whether the incidernt was caused Dry:

W a faiure in the way a work activity was crganised
{20 inadequats supanision of a fisld trip);

W ihe way equipment or substances wars used (99
i, Machingny, SxDenments &4C); and or

W ithe condition of the premizas {sg poorty maintained
or slippery foors).

S0, Fa pupd & taken 10 Nospital after Dreaiang an
arm during an ICT ciass, folowing a fall over a fraiing
cablka, the incident wouwd De reportable. i a pupi

© taken to hospital becausa of a medical condition
{8g an asthma attack or epleptic Soizurs) this would
not De reportable, as it &id not resu® from the work
actiaty.

Tres means that many of e Common incidents

that cause injurias 1o pupis at school tend not 1o

Do reportable under RIDDOR, as they 00 Not anse
direCthy from the way the schodl undertakes a work
acthvity. Remamiber, in al thess cases, you onby neod
to consder reporting whers an accident rasults

in a pupil’z death or they are taken directly
from the zcens of the accident to hospital for
treatment. Thare iz no nesd to report incidants

whers people ars taken to hospital pursly az a
precaution, when no injury iz apparent.

Incident sporiing in schools [aockdents, disoasos ano dangoenus CODmrons]
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What about accidents to pupils during aports
activities?

Mot all sports iMuriss 10 pupils ars reportabls under
RIDDOR, as organised sports activitiss can lead

0 sports injunas that ans Not connecied with Now
schedls manage the risks from the activity.

Tha essental test is whethsr the accidsnt was causad
by the condition, design or maintenance of the
premises Or equipment, or Docauss of inadequato
arrangements for Supenvition of an actiity. I an
accident that resuls in an injury anses Decausse of the
mormal rough and tumicie of 2 game, the accicant and
ragutting injury would not be reportatle. Examples of
reportabis iNCadents iNCuds whsrs:

B the CORORoN of the PrefMEses or Sports edquipment
was a factor in the incident, eg whars a pupil Sips
and fracturss an anm DeCauss 3 Membor of GiaT
nad poished the sports nall icor and left it too
SSppery for GROrtS; Or

B thers was inadequats Supsnvision 1o provent
an incidant, or fadings in the organisation and
managermeant of an event.

What about accidents to pupils In & playground?

hiost playground accidents dus 1o colisions, SEDS,
trips and falls are not normally repodtable. INcidents
are only reporiable where the imjury recutts in a pupil
eitner Daing kiled or talen dirscthy t0 a Nospital for
treatmant. Eitrwer is only reportable i they wers caused
by an accidant that happaned from o in connecton
with @ work: actiity.

Thes iNCludes iNcidents ansing Decauss:

m the conddion of the premizes or squipiment was
[00r, 8 Dadly Mastained D&y equidment; or

m the schodl had not provided adequate Supanisaon,
e whana particular risks wens idaniifed, Dut no
action was taken 10 prowvide Sufabia Supanison.

Phyzical viclence

Violsnce Detween pupils is a schodl discipline matier
and not reportable undar RIDODOR, as it does not anss
out of Or in conneCtion with a work acthity.

Other secenanos

Injurias fo pupilz whils fravsliing on a school bus

If ancther wahice strikes e SCh00l Dus whils pupls
are geiting on or off and pupis am injured and taken
0 hospital, this is normally reporaole undsr RIDDOA.
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HOowever, you 00 Not Nawe to report deatns and
Mjuriss resulting from a road trafic accinent Mmohing
a school vehicls travelling on the public Nighway undar
RIDDOR. These arg classed as road raffic incidenis
and are investigated by the polica.

Incidents imvolving pupils on overszaas frips
RIDDOR only apples 10 activities which take place
n Groat Ertain. S0, any incident owerssas is not
raportable to HSE.

Ineidents to pupilz on work experience placameants
if Dupds arg on a training scheme or work: placament,
they ars desmed to Do smiploysss for the perod of
thie placement. In thess circumatancas, the employer,
as the responsiie porson, showd report a death,
mjury or diseass t0 a pupil, wiich arses out of or in
COMNECHoN with wodrk. TIEE MSans the wider ange of
raporting categones for eMployess is applicabls.

Section 3: Dangerous occurrences

Thate arg Specihisd Near-Mmss events, winich ars only
raportable § Esied under RIDDOA.

Aeporianie dangerout OCCUrrancat in SChools typically
mciude:

m the collapse or faiure of load-Daaring parts of lifts
and lifting equipment;

m the accidertal roloase of a biological agent likehy 10
Causa sevars uman iliness;

B ihe accidental rmlsate Or eaCaps Of any substance
that may cause a Sontus iNjury or damags o
Fieat;

W an sectrical short cinsud® or oweriDad causing a fing
ar expinsion.

Supplementary information
Conzultation
Lindar the Safety Representathves and Safety

Committess Regulations 1877 and the Haalth and
Safety (Consultation with Employees) Regulations

1008, smpioyers Must Make relevant heattn and safety

documents available to safsty repmesentath.as.

This Ncludes reconds kedt under RIDDOR, axcapt
whers they reveal personal health information
aldut iNdnaduals. Further iFCrmaton & asailabe in
Cansufing empiayess an Nealh and safshy: A brief
guidhe 0 the faw Laafst INDEI32jenD) HSE Books
2013 www Nea.gov.ubpubnafindg232. ntm.

Pubilisied by tha Haalth and Soiety Exeoute
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Reporiing requiremente of other regulatora

Thare May D@ other reporiing rogquireMents paced

0N SCNOCES Dy Other reguidtors in the cowcation
seCtor. The requirsments of thess other regulators ars
separate t0, and diztinct fnom, e legal duty to report
incidants under RIDDOR.

Further information

For information abouwt Nealth and safety, or to report
iNCONSIStENCIas Or iNAcCuracies in this guidance, visit
werw.NSe.00v.UkY. You can view HESE guidance onling
and crdar priced publications from the websits. HSE
pricad pubications are 250 availabls from DOookENopS.

ThiE Quidance is ssusd Dy the Heaith and Safety
ExgCutve. Folowing the guidance is not compuisony,
unisss specically stated, and you ans fros to ks

other action. But i you 0o follow the guidanca you

wil mormaly ba ooing snougn to Comply with the low.
Healtn and sassty iNSpecions 59k t0 SeCurs COMplianca
with the 2w and may refer 10 s guidancs.

Tz information Ghest is available at:
wowrw NS8. Q0. ukDubDMEedis k.

2 Crown copyright F you wish 10 rsuse this
imformation wisit www_nes gow ulke'copyrigit_ntm for
detaiz. First published 10/93.
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APPENDIX 3 LIST OF DISEASES AND DANGEROUS OCCURRENCES

This list requires immediate notification to the Schools Health & Safety Team.
NOTE: These lists are to be used as a guide only, for a comprehensive list of
diseases and dangerous occurrences, or if you are in any doubt over which incidents

to report, contact the Schools Health & Safety Team.

DANGEROUS OCCURRENCES

Lifting equipment
1 The collapse, overturning or failure of any load-bearing part of any lifting
equipment, other than an accessory for lifting.

Pressure systems

2 The failure of any closed vessel, its protective devices or of any associated
pipework (other than a pipeline) forming part of a pressure system as defined
by regulation 2(1) of the Pressure Systems Safety Regulations 2000, where
that failure could cause the death of any person.

Overhead electric lines
3 Any plant or equipment unintentionally coming into:

(a) contact with an uninsulated overhead electric line in which the voltage
exceeds 200 volts; or

(b) close proximity with such an electric line, such that it causes an electrical
discharge.
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Electrical incidents causing explosion or fire

4

Any explosion or fire caused by an electrical short circuit or overload
(including those resulting from accidental damage to the electrical plant)
which either:

(a) results in the stoppage of the plant involved for more than 24 hours; or
(b) causes a significant risk of death.

Explosives

5.

Any unintentional—

(@) fire, explosion, or ignition at a site where the manufacture or storage of
explosives requires a license or registration, as the case may be, under
regulation 9, 10 or 11 of the Manufacture and Storage of Explosives
Regulations 2005; or

(b) explosion or ignition of explosives (unless caused by the unintentional
discharge of a weapon, where, apart from that unintentional discharge,
the weapon and explosives functioned as they were designed to),

except where a fail-safe device or safe system of work prevented any person

being endangered as a result of the fire, explosion, or ignition.

The misfire of explosives (other than at a mine or quarry, inside a well or
involving a weapon) except where a fail-safe device or safe system of work
prevented any person being endangered as a result of the misfire.

Any explosion, discharge or intentional fire or ignition which causes any injury
to a person requiring first-aid or medical treatment, other than at a mine or
quarry.

(1) The projection of material beyond the boundary of the site on which the
explosives are being used, or beyond the danger zone of the site, which
caused or might have caused injury, except at a quarry.

(2) In this paragraph, “danger zone” means the area from which persons have
been excluded or forbidden to enter to avoid being endangered by any
explosion or ignition of explosives.

The failure of shots to cause the intended extent of collapse or direction of fall
of a structure in any demolition operation.

Biological agents

10.

Any accident or incident which results or could have resulted in the release or
escape of a biological agent likely to cause severe human infection or iliness.

Radiation generators and radiography

11. (1) The malfunction of—

(@) aradiation generator or its ancillary equipment used in fixed or mobile
industrial radiography, the irradiation of food or the processing of
products by irradiation, which causes it to fail to de-energise at the end
of the intended exposure period; or

(b)  equipment used in fixed or mobile industrial radiography or gamma
irradiation, which causes a radioactive source to fail to return to its safe
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position by the normal means at the end of the intended exposure
period.

(2) In this paragraph, “radiation generator’” means any electrical equipment
emitting ionising radiation and containing components operating at a
potential difference of more than 5kV.

Breathing apparatus
12.  The malfunction of breathing apparatus—
(@)  where the malfunction causes a significant risk of personal injury to the
user; or
(b)  during testing immediately prior to use, where the malfunction would
have caused a significant risk to the health and safety of the user had it
occurred during use,
other than at a mine.

Diving operations
13.  The failure, damaging or endangering of—
(@) any life support equipment, including control panels, hoses and
breathing apparatus; or
(b)  the dive platform, or any failure of the dive platform to remain on
station, which causes a significant risk of personal injury to a diver.
14.  The failure or endangering of any lifting equipment associated with a diving
operation.
15. The trapping of a diver.
16.  Any explosion in the vicinity of a diver.
17.  Any uncontrolled ascent or any omitted decompression which causes a
significant risk of personal injury to a diver.

Collapse of scaffolding
18. The complete or partial collapse (including falling, buckling, or overturning)
of—
(&)  asubstantial part of any scaffold more than 5 meters in height.
(b)  any supporting part of any slung or suspended scaffold which causes a
working platform to fall (whether or not in use); or
(c) any part of any scaffold in circumstances such that there would be a
significant risk of drowning to a person falling from the scaffold.
Train collisions
19. The collision of a train with any other train or vehicle, other than a collision
reportable under Part 5 of this Schedule, which could have caused the death,
or specified injury, of any person.

Wells

20. In relation to a well (other than a well sunk for the purpose of the abstraction
of water):
(@) a blow-out (which includes any uncontrolled flow of well-fluids from a

well).
(b) the coming into operation of a blow-out prevention or diversion system
to control flow of well-fluids where normal control procedures fail.
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(c) the detection of hydrogen sulphide at a well or in samples of well-fluids
where the responsible person did not anticipate its presence in the
reservoir drawn on by the well.

(d) the taking of precautionary measures additional to any contained in the
original drilling programme where a planned minimum separation
distance between adjacent wells was not maintained; or

(e) the mechanical failure of any part of a well whose purpose is to prevent
or limit the effect of the unintentional release of fluids from a well or a
reservoir being drawn on by a well, or whose failure would cause or
contribute to such a release.

Pipelines or pipeline works
21. Inrelation to a pipeline or pipeline works—
(@) any damage to, accidental or uncontrolled release from or inrush of
anything into a pipeline.
(b) the failure of any pipeline isolation device, associated equipment or
system; or
(c) the failure of equipment involved with pipeline works,
which could cause personal injury to any person, or which results in the
pipeline being shut down for more than 24 hours.
22.  The unintentional change in position of a pipeline, or in the subsoil or seabed
in the vicinity, which requires immediate attention to safeguard the pipeline’s
integrity or safety.

Dangerous Occurrences reportable except in relation to an offshore workplace

Structural collapse
23.  The unintentional collapse or partial collapse of—
(@) any structure, which involves a fall of more than 5 tonnes of material: or
(b)  any floor or wall of any place of work,
arising from, or in connection with, ongoing construction work (including
demolition, refurbishment and maintenance), whether above or below ground.
24.  The unintentional collapse or partial collapse of any falsework.

Explosion or fire

25.  Any unintentional explosion or fire in any plant or premises which results in
the stoppage of that plant, or the suspension of normal work in those
premises, for more than 24 hours.

Release of flammable liquids and gases
26.  The sudden, unintentional and uncontrolled release—
€) inside a building—
0] of 100 kilograms or more of a flammable liquid.
(i) of 10 kilograms or more of a flammable liquid at a temperature
above its normal boiling point.
(i) of 10 kilograms or more of a flammable gas; or
(b) in the open air, of 500 kilograms or more of a flammable liquid or gas.
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Hazardous escapes of substances

27.

The unintentional release or escape of any substance which could cause
personal injury to any person other than through the combustion of flammable
liquids or gases.

OCCUPATIONAL REPORTABLE DISEASES

Headteachers are to report cases of certain diagnosed reportable diseases which
are linked with occupational exposure to specified hazards. The reportable diseases
and associated hazards are listed below.

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 sensitiser 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
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APPENDIX 4 - EXPLANATION OF REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCE REGULATIONS
2013 (RIDDOR) FOR SCHOOLS

The Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 2013 (RIDDOR) requires that where certain criteria are met
with regard to accidents and injuries and some occurrences that reports are made to the Health & Safety Executive (HSE). For the most
part, where these are correctly recorded on the Smartaa system, the School’s Health & Safety Team will complete the reports to the HSE
on your behalf.

Part of the RIDDOR requirements is that we report within certain timescales, where you are aware that one of the triggers for reporting
has been hit (see pages 3 and 4) then it is important that we are informed straight away so that we can complete the official report.

Please note the following:

e Requirements for RIDDOR reporting accidents to employees are different from those for pupils and members of the
public.

e Criteria for RIDDOR reporting for employees/members of staff is laid out on page 3 in the blue explanatory box.

e RIDDOR reporting for pupils and members of the public is laid out on page 4 in the green explanatory box.

e These criteria are different for two groups, but provided you use the appropriate box and following the guidelines this
will enable you to decide if an accident is RIDDOR reportable.

37
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REPORTING OF INJURIES, DISEASES AND DANGEROUS OCCURRENCES 2013 FOR SCHOOLS
NOTE: Requirements surrounding reportable incidents differ between staff and students.
The following criteria applies solely to staff/femployees, NOT pupils or members of the public
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ils or members of the public, NOT employees or members of staff
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https://www.hse.gov.uk/pubns/edis1.pdf
https://www.hse.gov.uk/pubns/edis1.pdf
https://www.hse.gov.uk/riddor/report.htm

Examples of Reportable Accidents at School
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Examples of Non-Reportable Accidents at School

Accident while students play tennis at Four students are using the gym to play tennis during their lunch break.
lunch One of the pupils run and jump to hit the ball but misplace their footing
and sprain their ankle. They need to go to hospital for an x-ray, but
because the injury was not caused by something related to how the
school operates it is not reportable under RIDDOR.

Violence between pupils Violence between pupils is a school discipline matter and not reportable
under RIDDOR, as it does not arise out of or in connection with a work
activity.

Examples of typical Incidents that are not e Colliding in Playground (children running into each other)

reportable e Fainting (Illnesses and Medical Conditions should be reported as

an Incident not Accident)

e Twisting ankle running along a flat surface

e PE football game etc. Pupil hurt and no defects or
mismanagement of supervision
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