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1. Introduction 

1.1 Accidents and incidents can be caused by a combination of unsafe acts, unsafe conditions and 
personal factors. As part of the School’s safety management system the School will endeavor to 
record all accidents, incidents and “near misses”. Haileybury is obligated to keep such records 
to enable monitoring of safety performance across the School.  

1.2 The aim of accident investigation is to establish the root cause(s) of an event or events that 
have resulted in an accident. Accident or incident investigation is not a means of determining 
fault or apportioning blame. Haileybury will adequately investigate the immediate and underlying 
causes of accidents and incidents to ensure that remedial action is taken, lessons are learned 
and longer-term objectives are introduced. 

1.3 This policy outlines the arrangements to be followed when any accident, ill health, “near miss” or 
dangerous occurrence happens during the course of any school or work activity under the 
School’s control. 

2. Definitions  

2.1 An “accident” is defined by the School as an unplanned, and unexpected, event that could have 
a variety of outcomes e.g. death, injury, health disorder, damage to equipment/property or 
interruptions in business. Accidents can result in major losses to the School but more 
importantly can cause pain, suffering and difficulties which could have a long term impact on 
individuals.  

2.2 A “near miss” is an accident with no outcome or very minor damage to premises. It is important 
that near misses are reported as the circumstances will remain and could result in a recurrence 
with more serious consequences.  

2.3 A “dangerous occurrence”  is a specific, unplanned, uncontrolled event which has the potential 
to cause injury or damage. 

3. Accident and Incident Recording Requirements: legal requirements and informing 
parents 

3.1 All staff have a responsibility to record incidents to ensure the School is aware of any injuries to 
pupils or staff.  This information is particularly important should a parent contact the School 
about their child’s injury.  

3.2 Haileybury needs to ensure there has been no failing in how we manage health and safety 
matters, which may have contributed to an incident. Investigations are required to determine the 
causes and aim to prevent recurrence.  

3.3 Incident records are required to fulfil our duty of care to staff and pupils by monitoring incidents 
and learning lessons to manage and reduce the risks causing the incidents. 

3.4 The first person (a pupil/member of staff/visitor) who reports an injury should ensure an accident 
form is completed. 

3.5 The Haileybury electronic Accident/Incident Report Form is accessed via the Accident and 
Incident tile on the Portal. 

3.6 Once a report is submitted the system automatically emails a copy of the report to the Health 
and Safety Manager, the Health Centre and HM (if the form is being completed for an injured 
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pupil). The Health and Safety Manager will make the Bursar and Deputy Master aware of any 
reports received of serious injuries involving pupils. 

3.7 Upon receipt of an Accident/Incident Report Form relating to a pupil, the HM should, where 
appropriate, consult with the Health Centre, inform the pupil’s parents and make a note in 
CPOMS of action taken.  

3.8 All accidents or incidents will be logged by the Health and Safety Manager so as to identify 
trends and areas of high risk.  

3.9 Records and details of injuries, conditions, dangerous occurrences and occupational disease 
must be kept for at least three years.  

4. Reporting of Injuries, Disease and Dangerous Occurrence Regulations (RIDDOR) 

4.1 Following the initial notification of an accident/incident, the Health and Safety Manager will 
advise the Health and Safety Committee members if it initially appears that a RIDDOR report 
may be required.   

4.2 The Health and Safety Manager will continue with the investigation to determine the situation 
and provide updates to the Health and Safety Committee members.  

4.3 Prior to a RIDDOR report being completed the Health and Safety Manager will advise the 
committee members of the situation and why a RIDDOR report is necessary. The Health and 
Safety Committee will decide if a RIDDOR report should be submitted to the HSE. The Health 
and Safety Manager is most likely to submit the report if it is confirmed by the committee as a 
suitable action to take.  

4.4 The injuries detailed below are those which are reportable under the RIDDOR Regulations:  

• The death of any person: all deaths to workers and non-workers, with the exception of 
suicides, must be reported if they arise from a work-related accident, including an act of 
physical violence to a worker. 

• Specified injuries to workers or pupils (regulation 4): 
– fractures, other than to fingers, thumbs and toes 
– amputations 
– any injury likely to lead to permanent loss of sight or reduction in sight 
– any crush injury to the head or torso causing damage to the brain or internal organs 
– serious burns (including scalding) which:  

 covers more than 10% of the body 
 causes significant damage to the eyes, respiratory system or other vital organs 

– any scalping requiring hospital treatment 
– any loss of consciousness caused by head injury or asphyxia 
– any other injury arising from working in an enclosed space which:  

 leads to hypothermia or heat-induced illness  
 requires resuscitation or admittance to hospital for more than 24 hours 

• Over seven-day incapacitation of a worker: Accidents must be reported where they result 
in a pupil, employee or self-employed person being away from work or the School, or 
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unable to perform their normal work duties, for more than seven consecutive days as the 
result of their injury. This seven day period does not include the day of the accident, but 
does include weekends and rest days. The report must be made within 15 days of the 
accident. 

• Occupational diseases: As an employer, Haileybury must report diagnoses of certain 
occupational diseases, where these are likely to have been caused or made worse by 
work: These diseases include: 
– carpal tunnel syndrome 
– severe cramp of the hand or forearm 
– occupational dermatitis 
– hand-arm vibration syndrome 
– occupational asthma 
– tendonitis or tenosynovitis of the hand or forearm 
– any occupational cancer 
– any disease attributed to an occupational exposure to a biological agent 

5. Dangerous Occurrences Reporting: Gas Incidents 

5.1 The Maintenance Department is responsible for the gas boilers throughout the School. Such 
equipment is serviced and maintained by an employed Gas Safety registered gas engineer. The 
gas engineer must provide details to the Head of Maintenance and Estates Bursar of any gas 
appliances or fittings that they consider to be dangerous, to such an extent that people could 
die, lose consciousness or require hospital treatment, to enable reporting to the HSE. The 
danger could be due to the design, construction, installation, modification or servicing of that 
appliance or fitting, which could cause: 

• an accidental leakage of gas 

• incomplete combustion of gas or 

• inadequate removal of products of the combustion of gas 

5.2 Unsafe gas appliances and fittings will be reported using the HSE’s online form (F2508 G1). 

6. Investigations of Accidents and Incidents 

6.1 Haileybury will ensure that all accidents or occurrences of work-related ill health, dangerous 
occurrences and near misses are appropriately investigated to prevent recurrence and learn 
lessons.   

6.2 The purpose of the investigation is to: 

• ensure that all necessary information in respect of the accident or incident is collated; 

• understand the sequence of events that led to the accident or incident; 

• identify the unsafe acts and conditions that contributed to the cause of the accident or 
incident; 

• identify the underlying causes that may have contributed to the accident or incident; 

• ensure that effective remedial actions are taken to prevent any recurrence; and 
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• enable a full and comprehensive report of the accident or incident to be prepared and 
circulated to all interested parties with the aim of sharing lessons learnt.  

7. Responsibilities 

7.1 All employees have a duty to co-operate fully with any investigation. 

7.2 Heads of Department and Department Managers should assist with or carry out investigations 
into accidents and incidents occurring within their department. They should also take action to 
secure the scene of an accident, ensuring the area is safe and will not cause further 
injury/damage.  

7.3 Head of Department or line managers will assist in completing investigations into less significant 
accidents and incidents.  

7.4 The Health and Safety Manager will oversee accident investigations with support from 
appropriate staff.  

7.5 The Health and Safety Manager will determine the level of investigation required, see Table 1 
and will advise the Bursar, Deputy Head and Estates Bursar immediately if the police or 
specialists will be investigating the accident / incident. If the police or specialist teams are to 
investigate the accident / incident the Health and Safety Manager will ensure that the scene is 
not disturbed until their arrival and assist them as requested. 

7.6 The Health and Safety Manager will assist with drawing up a list of potential witnesses and 
evidence to be examined for the investigation, obtain any sketches, drawings, or maps relevant 
to the incident, and will obtain the assistance of specialist staff when appropriate. 

7.7 The Health and Safety Committee are provided with a report on accident statistics and copies of 
investigations where appropriate. Health and Safety Committee meeting minutes and papers 
are made available to SLT for review of accident statistics and trends. The Health and Safety 
Manager provides a written report on accident statistics and investigation details to Governors 
via the Finance and General Purpose Committee.  

8. Levels and Types of Investigation 

8.1 The type of investigation required is dependent on either the severity or potential severity of the 
accident. These can range from local questioning of a witness and injured person management 
and entry on our accident/incident forms to an investigation by the police or a specialist 
investigation team. Table 1 below indicates the type of investigation required for various 
accidents. 

9. The Investigation Process 

9.1 Staff investigating any accident or incident will be given full access to the scene of the 
incident/accident and any other part of the school deemed necessary to carry out the 
investigation. All necessary information will be collected. Physical evidence may be recorded 
and samples taken as necessary. 

9.2 Investigating staff will be given access to any necessary documentation and will act in 
accordance with any requirements of Data Protection laws.   

9.3 Investigating staff will interview witnesses, including injured persons when available. These 
initial interviews should be informal fact finding sessions. The investigating staff should take 
notes and advise the witnesses that they may be asked to make a statement. 
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9.4 Specialist staff or external experts should be invited to assist line managers, heads of 
department in accident investigations, where considered appropriate, i.e. electrical faults, lifting 
equipment, pressure systems etc.  

9.5 Specialist investigation teams will be created to carry out detailed investigations into major and 
critical accidents/incidents. Haileybury has contracted the services of SafetyMARK and Assurity 
who can assist in this regard. 

10. Remedial Action 

10.1 Haileybury will, so far as is reasonably practicable, implement any recommendations made as 
part of the investigation. In the event of any remedial action taken, staff will be fully involved and 
provided with the necessary information, instruction and training. 

Table 1 – Different levels of investigation and reporting 
 

NATURE OF ACCIDENT / 
INCIDENT 

TYPE OF 
INVESTIGATION CARRIED OUT BY INTERNAL 

REPORTING LEVEL 

No Harm 
E.g. near misses or incidents that 
result in no lost time. 

Recorded on the 
accident/incident report 
form. 

Manager or locally 
appointed person 
and person reporting 
the near miss / 
incident. 

Trends to be 
reviewed by H&S 
Committee. 
Feedback to be given 
to person reporting 
incident. 

Trivial 
e.g. injuries causing less than one 
hour of lost time or false alarm of 
fire alarm. 

Recorded on the 
accident/incident. 

Manager or locally 
appointed person 
and injured party.  

Trends to be 
reviewed by H&S 
Committee. 

Slight 
e.g. injuries resulting more than 
one hour but less than 3 days lost 
time or accidents causing minor 
damage to equipment/materials 

Recorded on the 
accident/incident. 

Manager or locally 
appointed person 
and injured party.  

Trends to be 
reviewed by H&S 
Committee. 

Serious 
A broad category between Minor 
and Major, e.g.: 
1) 3 or more days lost time, 
requiring medical treatment but 
not admission to hospital 
2) Failure or corruption of safety 
measure or procedure (e.g. 
broken or damaged device) 

Formal – level 1 
Completion of accident 
investigation form. 
Investigation/follow up 
details recorded on the 
accident/incident report 
form. 

H&S Manager 

Records and reports 
to be reviewed by 
H&S Committee & 
SLT. Summary 
findings to be 
produced for Chair of 
Governors via F&GP. 

Major 
1) Victim requiring hospital 
treatment or several serious 
injuries. 
2) Damage to system, facility, 
failure of safety measure or 
procedure. 

Formal – level 2 
Entry on our accident 
report form 
Completion of accident 
investigation form and 
report. 
External expert/specialist 
involved.  

H&S Manager, 
Bursar & Estate 
Bursar. 
Specialist 
Investigation Teams 
may need to be 
formed e.g. involving 
members of SLT.  

Records to be 
reviewed by Chair of 
Governors. 
Bursar / Estates 
Bursar provides 
formal written report 
of findings to 
Insurance Company 

Critical 
Formal – level 2 
Group investigation. 

H&S Manager, 
Bursar & Estate 
Bursar. Other 

Records to be 
reviewed by the 
Chair of Governors 
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NATURE OF ACCIDENT / 
INCIDENT 

TYPE OF 
INVESTIGATION CARRIED OUT BY INTERNAL 

REPORTING LEVEL 
1) A fatality or severe injuries 
resulting in long-term illness or 
disability. 
2) Total loss of system or facility. 
3) Major release of controlled 
substance/pollutant, causing 
breach of environmental 
protection regulations. 

Entry on accident report 
form. 
Completion of accident 
investigation form and 
report with clear action 
plan.  
Specialist Investigation 
Team. External experts 
involved. 
External agencies, e.g. 
Police Investigation, local 
Council, HSE or 
Environment Agency 
Enforcement Officers 

Persons Appointed 
by  SLT assisted by 
line manager and 
Specialist 
Investigation Team. 

and Management 
Committee. 
Formal report to 
Insurers 
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