BSU      SHE Code of Practice

5.3 Accident, Incident and Near Miss Reporting
Legislation
Reporting of Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995

There is a statutory duty to report the following notifiable events:
· Over seven day absences of employees injured at work
· Major Injuries of employees

· Fatalities 
· Accident that results in a person not at work being taken to a hospital for treatment of an injury caused by anyone working.

· Dangerous Occurrences as defined by the Health and Safety Executive (HSE)
A detailed interpretation of the above terms including the list of Major Injuries and Dangerous Occurrences are available on the HSE website 

www.hse.gov.uk/riddor/guidance.htm .
The reporting of notifiable events is required to be made by the quickest practicable means and then in writing within ten days to the HSE.. The Safety Health and Environment (SHE) Office is the University department that routinely communicates accidents reports to the HSE.
Definition
An accident is unplanned and uncontrolled event that could or did result in results in an injury to persons. This includes non-consensual physical violence to a person at work.   

A near miss is an accident in which injury or significant damage is fortuitously avoided but could have occurred. Tripping on a protruding paving stone is a near miss if you avoid falling and hurting yourself, but evidently is an injury accident if you fall and injury yourself.  Note: Reporting of near miss is important  because it could result in an accident being prevented in the future.
A dangerous occurrence is an occurrence which arises out of or in connection with work and is of a class specified in Schedule 2 of RIDDOR (www.hse.gov.uk/riddor/guidance.htm#dangerous ) These occurrences involve significant failures or malfunctions of equipment, machinery and work items. Examples are collapse of lifting machinery and scaffolding, failure of a boiler and serious electrical short circuit that results in stoppage of a plant for more than 24 hour.  

A major injury means an injury or condition specified in Schedule 1 of RIDDOR   (www.hse.gov.uk/riddor/guidance.htm#reportable). 
Reporting Procedure
Accidents, Dangerous Occurrences and Near Misses are to be reported by means of the University Accident Reporting form. A report should be completed by anyone involved in the incident, including a First Aider and any prime witness.
The completed report should be sent without delay to the SHE Office. (The SHE Office is at 10 Riverside Court, Lower Bristol Road, Bath BA2 3DZ, telephone no. 01225 875762/875574).

In the case of a severe accident, Dangerous Occurrence or near miss that has serious implications, the SHE Office (5762/5574), Security (01225 875700 for Sion Hill/Somerset Place, elsewhere 01225 875555) and the appropriate Area Safety Manager contacted by phone without delay. 
The Accident Reporting Form consists of five sections on five pages.

Page 1 – Details of person completing the form.

Page 2 – Personal Accident details with the signature of form submitter (Witness/First Aider)
Page 3 – Dangerous Occurrence Report 

Page 4 - Near Miss Report

Page 5 - SHE Adviser section 

Pages 1 should always be completed with the appropriate page 2/3/4. 

Page 5 is for the SHE Adviser only. 
