
	SKAPE NORTH EAST LTD
STUDENT WELFARE  /  POLICIES
	[image: ]



ACCIDENT REPORTING PROCEDURE
Respond promptly, record clearly and learn from incidents
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01   PURPOSE AND RESPONSIBILITIES
This procedure applies to accidents, injuries and near misses involving students, staff, visitors or contractors during SKAPE activities, on site and off site. SKAPE aims to prevent accidents through effective planning, risk assessment and safe working practices. Staff leading activities must understand the hazards and ensure the relevant risk assessment and controls are in place before activities begin.
The member of staff in charge will make the situation safe, summon help, report the incident and ensure the appropriate records are completed.
Trained first aiders will assess and treat injuries within their competence and seek further medical assistance when required.
The Centre Manager or senior staff member present will coordinate supervision, communication with parents or carers and the commissioner, and hospital accompaniment where needed.
The Health and Safety Lead will review incidents, assess RIDDOR reporting requirements and follow up corrective actions. The Centre Manager or Health and Safety Lead will countersign completed reports.
02   IMMEDIATE RESPONSE
Stop the affected activity and assess the situation before it resumes. Protect the casualty and others without putting yourself at risk; keep other students safely supervised.
Summon a trained first aider promptly. Provide assistance within your training and competence. Call 999 immediately for a life-threatening emergency or serious injury or illness and follow the operator’s instructions; do not delay the call while seeking managerial approval.
Inform the line manager or senior staff member present as soon as possible. Serious incidents must be reported immediately to the Centre Manager and Health and Safety Lead.
Do not move the casualty unnecessarily. Isolate unsafe equipment or areas and preserve relevant evidence where this does not interfere with rescue or making the area safe.
03   COMMUNICATION AND HOSPITAL ARRANGEMENTS
The Centre Manager or senior staff member will arrange contact with parents or carers as soon as reasonably practicable and inform the commissioning school or local authority of significant accidents, injuries or medical incidents in accordance with placement arrangements. Where contact may place a student at risk, staff must follow the Safeguarding Policy and seek advice from the DSL.
Where hospital attendance is required, the Centre Manager or senior staff member will arrange appropriate accompaniment and continuing supervision of other students. Emergency treatment must not be delayed while waiting for a parent, carer or accompanying adult. Relevant medical and emergency contact information will be provided to those supporting the casualty.
04   RECORDING AND COUNTERSIGNATURE
The member of staff in charge will ensure the relevant accident or first aid form is completed on the same day, or as soon as reasonably practicable. Relevant student incidents must also be recorded on LearnTrek as soon as possible. A LearnTrek entry does not replace a required accident form.
Record the date, time, location, people involved, factual account, injury or illness, first aid or other assistance, witnesses, notifications and follow-up actions.
Obtain factual witness statements promptly while events are fresh. Distinguish what was observed from information reported by others.
Submit the completed report to the Centre Manager or Health and Safety Lead for review and countersignature.
Store final reports centrally and securely. Share relevant information with the commissioning school or local authority where appropriate, using secure methods and following the Confidentiality and GDPR policies.
Near misses must also be reported and recorded so that hazards can be addressed. Where restrictive intervention is involved, staff must complete the additional records required by the Positive Handling Policy and follow relevant safeguarding procedures.
05   REVIEW AND STATUTORY REPORTING
The Health and Safety Lead will review the incident proportionately, identify contributing factors and agree any changes to equipment, supervision, training or risk assessments. Actions must have a responsible person and an appropriate timescale. Serious incidents require prompt review; urgent safety measures must not wait for a staff meeting. Lessons and agreed actions will be shared at the next staff meeting, or sooner where needed, while respecting confidentiality.
The Health and Safety Lead will assess whether SKAPE must report the incident under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR), consulting current HSE criteria and making any required report within the applicable deadline. The Centre Manager will ensure this is followed through. Not every accident, injury or hospital attendance is reportable. Detailed reporting guidance is set out in the First Aid and Health and Safety policies.
06   RELATED POLICIES AND REVIEW
Read alongside SKAPE’s Health and Safety Policy, First Aid Policy, Medication Policy, Safeguarding Policy, Positive Handling Policy, Confidentiality Policy, GDPR Policy and relevant risk assessments. This procedure supports the Health and Safety at Work etc. Act 1974, Management of Health and Safety at Work Regulations 1999 and RIDDOR 2013, as amended.
The Centre Manager and Health and Safety Lead will review this procedure annually, or sooner following significant changes or lessons from an incident.
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