Accident Recording Procedure & Report 



PROCEDURE

There are legal requirements to report some accidents to the Health and Safety Executive (HSE) and all accidents need to be recorded and analysed for trends. 

Playground bumps and scrapes can be recorded in a playground book. The HSE is not interested in these unless the cause is due to property, equipment or supervision related issues (in which case, the Torbay form should be used). 

All other injuries (especially head injuries) need to be recorded on the Torbay form and the white copy sent to the H&S team at the Town Hall in Torquay. It is important that all relevant information is completed on this form, as it may become court evidence in a personal injury case or prosecution. The H&S team will report to the HSE where necessary. Torbay Accident / Occurrence report forms are available from Printing at the Town Hall, Torquay (01803 207504) 

Some schools have bought in proprietary systems for recording accidents and first aid or use their own first aid book. However, these do not record sufficient information about the accident/incident. They may be used as a playground book but not for reporting to the H&S team to be used by the HSE or the courts. Please do not send photocopies of these entries because they do not provide sufficient information.

THIS MONTHLY REPORT IS IN ADDITION TO THE ABOVE REPORTING PROCEDURE and provides the school with a method of reviewing its own accident figures and should form part of the H&S report to governors.



REPORT

Please record all incidents from playground / accident / first aid books 

Send to the Health and Safety team at the Town Hall, Torquay, each month. 

School:                                                  Month:                 Year:


Number of Accidents
Already reported to H&S team on Torbay Council form
Number of Accidents

Accident Types
To Pupils
To Staff


Arson
Any occurrence of arson




Chemical
Any accident involving chemical contact including spills.




Collision
Any accident involving collision with another moving person, car (i.e sports injuries or road accidents etc)




Contact
Any accident involving contact with a fixed object (i.e door, desk, hot or cold surfaces, sharp objects etc)




Faint/Fit/Seizure
Any Incident involving a fit / seizure (i.e. fainting, heart attack, epileptic fit etc)




Fall from Height
Any accident involving a fall from height to a different level (i.e. falling down steps, off ladder etc)




Machinery
Any accident involving the use of machinery or equipment.




Manual Handling
Any accident involving manual handling. (lifting, carrying moving etc)




Push
Any accident where the injured person was pushed




Slip/Trip/Fall
Any accident where the injured person Slipped, Tripped or Fell over on the same level




Trap
Any accident where the injured person has been trapped i.e. finger in door




Vandalism
Any occurrence of Vandalism




VATB
Any incidents involving Violence, Aggression or Threatening Behaviour.




Other
Please try to avoid using this. Only use it if you are unable to identify the accident as one of the other types




TOTALS




