Canterbury Christ Church University

Health and Safety Policy


Title: 	Reporting and Investigation of Accidents, Incidents, Near Misses and Hazards

Document Reference:			HSP04

Issue Version:				2.0

Health and Safety Committee 
Approval: 				20 May 2010



Introduction

1. The Management of Health and Safety at Work Regulations 1999 Regulation 5 requires employers to plan, organise, control, monitor and review their health and safety arrangements. Health and safety investigations form a part of this process. 

2. The purpose of this policy is to set out the arrangements for reporting and investigation of accidents, incidents, near misses and hazards. 

3. It is University policy to investigate all accidents resulting in personal injury or significant loss or damage to property. 

4. The scope of this policy includes all members of staff and visitors (including students). This policy is applicable to all Canterbury Christ Church University buildings and campuses. 

5. The University Health and Safety Advisor is responsible for overseeing the implementation of this policy. The Health and Safety Advisor may delegate to another member of staff any aspect of the procedures. 

6. The Policy is supported by operating procedures. 

Definitions

7. Accident: Any unplanned event that results in personal injury or damage to property, plant or equipment

8. Incident: Any event or occurrence that might disrupt or interfere with normal operations e.g. false activation of the fire alarm system, malicious damage

9. Near Misses: Any unplanned event or chain of events in which personal injury or damage to property, plant or equipment has only been avoided by chance

10. Hazard: The potential to cause harm, including ill health and injury, damage to property, plant or the environment or increased liabilities 

The Reporting of Accidents, Incidents and Near Misses

11. All accidents, incidents and near misses should be reported. Any member of staff or visitor involved in an accident, incident or near miss should complete an accident report form. 

12. The accident report forms are available through the University website. Paper copies are available through Reception or Security. 

13. Completed accident report forms are to be returned to the Health and Safety Advisor at the earliest opportunity.

Hazard Reporting

14. Members of staff are encouraged to report anything considered a hazard. Examples of hazards include:

· Trailing electrical cables
· Defective/damaged electrical sockets
· Unmarked/unidentified substances

15. The reporting of hazards enables the Health and Safety Advisor to arrange for remedial action to eliminate the Hazard. 

16. Hazard report forms can be obtained from the Health and Safety Web site. 

17. Completed Hazard Report Forms should be returned to the Health and Safety Advisor.

Accident and Incident Investigation

18. All accidents and incidents, however minor, are to be investigated to ensure the appropriate action is taken to prevent reoccurrence. Risk control measures are put in place to reduce the risks to an acceptable level to prevent accidents and cases of ill health. The fact an accident, incident or near miss occurred might indicate the existing risk control measures were inadequate. 

19. Upon receipt of the completed report form, the Health and Safety Advisor will undertake one or more of the following:

19.1 Carry out an initial review and determine whether a detailed investigation is to be carried out. In the majority of cases, the details contained in the completed accident/incident report provide the necessary information for the required investigation. 

19.2 Determine whether a detailed investigation of accidents/incidents is required because they are of a serious nature, for example serious personal injury or significant damage to plant or property. The Health and Safety Advisor may undertake the investigation or may invite a member of the University staff who is sufficiently competent to undertake the investigation. 

19.3 Inform the Health and Safety Executive (HSE) in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995, which require reporting of all accidents resulting in an absence from work of over three days (not including the day of the accident but including rest days e.g. Saturdays and Sundays). 

19.4 Ensure the appropriate control measures and safe systems of work are in place to prevent reoccurrence.

19.5 Determine whether any review of procedures or training is required through the investigation or a review of the accident report. 

19.6 Inform the University Insurance Officer and/or the Director of Human Resources.

The Process of Case Handling

20. The Health and Safety Advisor will ensure there are appropriate arrangements in place for handling each case until the enquiries are completed. 

21. A case would be “open” on receipt of an accident report. Once each of the following questions has been addressed, the status of the case will be changed to “closed”.

21.1 Is an investigation required? This would be required where the reason for the accident was unclear or sufficiently serious. 

21.2 Is there any immediate remedial action required? This normally relates to physical adaptations. 

21.3 Is any review of procedures or training required? This may entail a recommendation for training updates, setting up of training, clarification of hazards and/or communication of responsibilities.

21.4 In the case of members of staff, is there a need for intervention by Human Resources? This is required whether there is a need for supporting the individual involved, especially when injured, other than a minor injury. This enables Human Resources to offer to provide appropriate support immediately after and ongoing support as required. Referral is automatic where there is any absence because of the accident.




Monitoring 

22. The University Health and Safety Advisor will log all accident, incident and near miss reports and present an appropriate report to the Health and Safety Committee.
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