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LBBD Local Authority Maintained Schools Accident and Incident Reporting Procedure (Flow Chart)




Accidents/Incidents to be retained locally by school and recorded in accident book

Insignificant – No injury  
e.g., Bumped head on desk, no mark, teacher sent pupil to first aid to check or feel sick/tummy ache, not been sick 

NOTE: However, if a child presents sick following a school activity such as a science experiment, this will need to be reported to LBBD as could be exposure to harmful substance.
 







Accidents/Incidents, (including Violence and Aggression) and Near Misses

Record, investigate and report ALL your accident and incidents on the online OHSW reporting and Referral portal.


All Significant accidents and incidents must be fully investigated by the school and reported via LBBD online OHSW Reporting and Referral portal.



Accidents / Incidents (including Violence and Aggression) and Near Misses

Significant - First Aid administered, potential for significant injury or any incident where the injured child/person is taken to hospital for treatment. 

Typical examples to be reported include tripped over trailing lead, slip on wet floor following cleaning, injury due to faulty equipment, exposure to harmful substances, * also see page 2.
Record, investigate and report on the online OHSW reporting and Referral portal. 





Important note: reporting accidents and incidents within 24 hours will allow LBBD to notify HSE within required timescales for RIDDOR purposes. Information below. 
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Reported accidents and Incidents to be assessed by the LA (employer) for statutory reporting to the Health and Safety Executive (HSE) on behalf of the school.
Please note: ALL RIDDOR REPORTS ARE TO BE SUBMITTED TO HSE BY LBBD HEALTH AND SAFETY TEAM



Injury/Accidents that are RIDDOR reportable 

If an injury to an employee results in the inability to conduct normal work activities for over 7 days (following the day of the accident) a specified injury*, occupational diseases*, dangerous occurrences (e.g. gas incident, asbestos release) or fatality, LBBD will report to HSE.

* For more details see : www.hse.gov.uk/pubns/edis1.pdf and link to HSE website: Reporting of Injuries, Diseases & Dangerous Occurrences RIDDOR (hse.gov.uk)

Injury/Accidents that are RIDDOR reportable 

If a non-employee is taken straight from school/site to hospital for treatment as a result of the accident/injury being attributed to the condition, design and maintenance of the school/premises/equipment/activity or as a result of inadequate supervision ratios, LBBD will report to HSE.

For more details see : www.hse.gov.uk/pubns/edis1.pdf and link to HSE website: Reporting Injuries, Diseases & Dangerous Occurrences RIDDOR (hse.gov.uk)



*All Accidents and Incidents involving pupils should be reviewed and a sensible approach to be taken, with a view to reporting via the OHSW reporting and referral portal that arise out of:
· the condition of the premises or equipment was poor/defective
· the school had not provided adequate supervision
· a failure in the way an activity was organised 
· an injury that arose out of or in connection with a work activity and the child/person is taken directly from the scene of the accident to hospital for treatment 
However, if you are unclear if you should report an accident, incident or near miss to us, please feel free to contact us.
Contact Details:
Health and Safety Technician – Sophie Sullivan – Sophie.sullivan@lbbd.gov.uk – 020 8227 2923
Health and Safety Advisor – Brigid Gosby – Brigid.gosby@lbbd.gov.uk - 07518 909519
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