REPORTING OF ACCIDENTS / INCIDENTS



Appendix A





HEALTH & SAFETY UNIT 


(and in some instances the HSE) will investigate where appropriate








VIOLENCE


Violence incidents 


(including verbal abuse etc.)








REPORTS / STATISTICS 


prepared from database will be


presented at H&S Committees, Service Management Teams, identifying trends etc.





RECORDED ONTO CENTRAL DATABASE 


(by line manager or service ‘author’, which is automatically e-mailed to the H&S Unit, nominated ‘reader’ groups and the HSE where appropriate)





LINE MANAGER INFORMED


 





MINOR INJURY


Record any other injury and any first aid treatment provided











Alternative methods of contacting HSE:


Tel:	  0845 300 9923  (quoting ref: W6J2Q)                    


Fax:  0845 300 9924


Post:   Incident Contact Centre, Caerphilly Business Park, Caerphilly.  CF83 3GG








REPORTABLE TO HSE


Fatality


Major injury – specified








Inform immediately:


HSE:                               01224 252500


Health & Safety Unit:     01224 664118














NEAR MISS


An incident which caused no injury, only by good fortune  








Over-7-day incapacity to undertake normal work duties


3rd Party – taken to hospital as a result of a Major Injury Dangerous Occurrence, Disease (as detailed in � HYPERLINK "http://www.hse.gov.uk/riddor/what-must-i-report.htm" ��RIDDOR� 95 page 11)








ABSENCE


(where any accident/incident involves an absence from work, then the relevant absence part of the form must also be completed)








LINE MANAGER INVESTIGATION





You may also need to inform:


Service Director / Managers


Corporate Communications:     01224 664405


Human Resources:          01224 664663/664113


Legal Section:                 


Insurance Section:          01224  665378





Physical violence resulting in:


fatality, major injury or incapacity to undertake normal work duties for >7 days is also reportable to the HSE.  Other injuries should be reported as minor on the database.


(relevant form sections completed)









