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1. BACKGROUND 

Some incidents that happen in schools, or during education activities outside of school, must be reported to 
the Health and Safety Executive (HSE) under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR).  These Regulations require employers and other people to report accidents and 
some diseases that arise out of or in connection with work.  This policy gives practical advice on what needs 
to be reported and how to do it. 

2. DEFINITIONS 

 

ACCIDENT An incident where an employee or non-employee is injured as a result of work 

and/or there is damage to equipment, property or premises. (The term “employee” 

includes part-time, temporary or casual staff; trainees and other self-employed 

person working on site) 

 

NEAR MISS  An event that while not causing harm had the potential to cause injury or ill health.  

 

DANGEROUS  A serious incident with the potential to cause injury to a person and/or damage to  

OCCURRENCE equipment, property and premises which must be reported to the HSE. List of 

reportable dangerous occurrences on the HSE website.   

 

  VIOLENT     Where an employee is abused, threatened or assaulted in circumstances relating to  

  INCIDENT                their work (This can include verbal abuse or threats as well as physical attacks).  

 
3. WHO SHOULD REPORT? 
 
The duty to notify and report rests with the “responsible person”.  This may be the employer of the injured 
person; a self-employed person; or someone in control of the premises where work is carried out.  See the 
HSE website http:/www.hse.gov.uk/services/education for more information on who the employer is in 
different types of schools. 

 
4. WHAT NEEDS TO BE REPORTED? 
 
Under RIDDOR you must report the following work-related accidents, including those resulting from physical 
violence.  If they injure either your employees, or self-employed people working on your premises: 
 

- accidents which result in death or major injury must be reported immediately (see “Reportable major 
injuries” below); and 

- accidents which prevent the injured person from continuing at his / her normal work for more than 
three days must be reported within ten days. 

 
You must also report, in writing, any cases of work-related ill health affecting your employees that a doctor 
notifies you about (see “Reportable diseases” below). 
 
Dangerous occurrences are specified events which may not result in a reportable injury but have the potential 
to do significant harm.  A full list is given in “A guide to the Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 1995” (see “Useful HSE publications” for details). 
 
4.1. Reportable major injuries 
 
These include:   - fracture other than to fingers, thumbs or toes: 

    - any amputation: 
    - dislocation of the shoulder, hip, knee or spine: 
    - loss of sight (temporary or permanent): 
    - a chemical or hot metal burn to the eye or any penetrating injury to the eye: 
    - any injury resulting from an electric shock or electrical burn (including any electrical  
   - burn caused by arcing or arcing products) leading to unco0nsciousness or requiring  
    - resuscitation or admittance to hospital for more than 24 hours: 
    - any other injury leading to: 

http://www.hse.gov.uk/riddor/what-must-i-report.htm
http://www.hse.gov.uk/riddor/what-must-i-report.htm
http://www.hse.gov.uk/riddor/what-must-i-report.htm


                  -          hypothermia, heat-induced illness or unconsciousness: 
                -   resuscitation or requiring admittance to hospital for more than 24 hours: 

-     loss of consciousness caused by asphyxia or by exposure to a harmful substance or 
biological agent: 

- either of the following conditions which result from the absorption of any substance by 
inhalation, ingestion or through the skin: 

                            -   acute illness requiring medical treatment or loss of consciousness: 
-    acute illness which requires medical treatment where there is reason to believe that 

this resulted from exposure to a biological agent or its toxins or infected material. 
 
4.2. Reportable diseases 
 
These include: 

- certain poisonings: 
- some skin diseases such as occupational dermatitis, skin cancer, chrome ulcer, oil folliculitis / acne: 
- lung diseases including: occupational asthma, farmer’s lung, pneumoconiosis, asbestosis, 

mesothelioma: 
- infections such as leptospirosis, hepatitis, tuberculosis, anthrax, legionellosis and tetanus: 
- other conditions such as occupational cancer, certain musculoskeletal disorders, decompression 

illness and hand-arm vibration syndrome. 
 

5. REPORTING PROCEDURE     

 

There are three levels of reporting for our school: 

 

 a) locally within the school; 

 b) to the MAT Facilities Manager; 

c) to the Health and Safety Executive (HSE) who are the enforcing authority for health and 

safety within schools. 

 

It is appreciated that the accident reporting process can appear confusing and the accident reporting flowchart 

aims to clarify the requirements outlined below. 

 

5.1. Reporting Locally 

 

 As soon as possible after an incident, the details should be reported to the school’s nominated 

person. (e.g. school office and / or headteacher) 

 

 Minor incidents to pupils, i.e. those resulting in no / insignificant injury AND having no potential for 

more significant injury. e.g. Playground collision requiring no or only nominal first aid treatment etc. 

should be recorded in the schools own accident book and kept on site.   

 

 All other injuries and violent incidents should be reported to the MAT Facilities Manager using the 

MAT Incident and Reporting form. Certain incidents may also be reportable to the HSE.  
    
6. Reporting to the MAT Facilities Manager 
 
6.1. Accidents 

 Any incident involving an employee (no matter how minor); 

 Pupil incidents (and those to visitors, members of the public etc) requiring more significant first aid 
and/ or linked to the condition of the premises, equipment or as a result of a curriculum session. 

 
If in any doubt about the need to report phone the MAT Facilities Manager (Jason Brand). 

 
6.2. Violent Incidents 
Violent incidents between pupils, should be dealt with in accordance with the schools policy for behaviour 
management and do not need to be reported to the MAT Facilities Manager unless serious in nature. 
(Severity of injury, police involvement etc.)  
 

Where an employee is abused, threatened or assaulted in accordance with their work a violent incident form 

should be completed. Accidents and violent incidents should be reported electronically on the incident forms 

accessible via Google Drive. A copy of the incident form should also be retained on site (this could be retained 

as a paper of electronic copy).  
 
 
 



7. REPORTING TO THE HSE 
 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) place duties on 
employers to report serious incidents to the HSE. The responsibility for reporting such incidents is delegated 
to the Head of the establishment. 

From 12
th
 September 2011 statutory reporting to the HSE moved to a predominantly on-line system 

http://www.hse.gov.uk/riddor/report.htm  

Reporting by email, post or fax to the HSE will no longer be available. Any incident reported to the 
HSE must also be reported to the MAT Facilities Manager. 

7.1. When to Report to the HSE 

 Fatalities  

 Major injuries to employees ; (as defined in RIDDOR), including fractures (other than fingers or 
toes), amputations, loss of sight, a burn or penetrating injury to the eye, any injury or acute illness 
resulting in unconsciousness, requiring resuscitation or requiring admittance to hospital for more than 
24 hours; 

Fatal and major injuries should be reported immediately by telephone to the HSE’s Incident Contact 
Centre 0345 300 9923 (opening hours Monday to Friday 8.30 am to 5 pm) Do not wait until you 
have carried out a thorough investigation before you report it.   

The following incidents should be notified to the HSE as soon as practicable via their on line 
reporting system http://www.hse.gov.uk/riddor/report.htm  

 Over-7-day injuries where an employee or self-employed person is away from work or unable to 
perform their normal work duties for more than 7 consecutive days. 

1
 Such incidents must be reported 

within 15 days of the accident. 

It is also a statutory requirement that, where an employee has been injured as a result of a notifiable 
accident or dangerous occurrence which is a cause of their death within one year of the date of the 
incident, the HSE must be informed in writing as soon as this is known.  Although such cases are 
likely to be rare, the Head of establishment should take reasonable steps to keep him/herself informed 
of the progress of any seriously injured employee or former employee 

 some work-related diseases;  

 dangerous occurrences – e.g. explosion or fire causing suspension of normal work for over 24 
hours, accidental release of any substance which may damage health , unintended collapse of: any 
building or structure under construction.  

 injuries to members of the public, including pupils where they are taken from the scene of an 
accident to hospital for treatment and the accident arose in connection with ‘work activities’.   

The essential test here is whether the accident was caused by factors such as the condition, design or 
maintenance of the premises or equipment (e.g. slippery flooring, poorly maintained play equipment, 
trailing cable etc.) or as a result of inadequate arrangements for supervision of an activity (e.g. 
inadequate supervisory levels on a field trip). 
 
Many of the common incidents that cause injuries to pupils at school are not reportable under 
RIDDOR as they do not arise directly from the way that the school undertakes a work activity.  
 

                                                           
1
 To calculate whether the absence classifies as ‘over 7-day’: 

 Exclude the day of the incident if they went home or did not return to work on the day 

 Include weekends, bank holidays and weekdays (whether the person would normally work on them or 
not).  

  

 

 

 

http://www.hse.gov.uk/riddor/report.htm
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8. SPORTING/PLAYGROUND INJURIES  
Sporting activities have a residual risk and injuries to pupils within PE arising from the ‘normal’ contact nature 
of a sport are not automatically reportable under RIDDOR. Examples of reportable incidents would include: 

 

 the condition of the premises or sports equipment being a factor in the incident, for example a pupil 
slips and fractures an arm because a member of staff had used the wrong polish and left the sports 
hall floor too slippery for sports; or 

 there was inadequate supervision to prevent an incident, or failings in the organisation and 
management of an event. For example, pupil’s arm being struck by a trampoline whilst folding the 
equipment away and member of staff was not actively involved.   

 Accidents and incidents that happen in relation to curriculum sports activities and result in pupils being 
killed or taken to hospital for treatment are reportable. 

 
Playground accidents due to collisions, slips, trips and falls are not normally reportable unless they happen 
out of work or in connection with work, eg. because of:         

 the condition of the premises or equipment:      

 inadequate supervision. 
 
7. ACCIDENT RECORDS 
  

Each school must maintain local accident records.  This will include a local ‘minor’ accident book and 

completed HSE forms which could be stored either as hard copies or electronically.  

 

You must keep a record of any reportable death, injury, disease or dangerous occurrence for three years after 

the date on which it happened.  This must include the date and method of reporting; the date, time and place 

of the event: personal details of those involved: and a brief description of the nature of the injury, event or 

disease. If the person is above 18 years old. If the person who had the accident is under the age of 18 then 

accident records have to be kept until they are 21. 

 

E.g. A year 2 child aged 7 has an accident in 2011 which is significant in outcome and thus is reported to 

HCC.  A copy of the accident form and related investigation, must be kept until the child is 21 (i.e. 2025 in this 

case). 
 
8. ACCIDENT INVESTIGATION 

 

It is a legal requirement for employers to monitor and review their health and safety arrangements, accident 

investigations form an essential part of this process. 

 

All accidents should be investigated at the earliest opportunity to determine what (if any) action is needed to 

prevent a recurrence. The level of investigation should be proportionate to the severity of the incident, it is the 

potential consequence and likelihood of the incident recurring that should determine the level of investigation, 

not simply the injury suffered on this occasion. For example: a scaffold collapse may not have caused an 

injury but had the potential to cause major or fatal injury.  

 

When making your decision, you must also consider the potential for learning lessons. For example if you 

have had a number of similar adverse events, it may be worth investigating, even if each single event is not 

worth investigating in isolation.  

 

The investigation findings should form the basis of an action plan to prevent the incident from recurring, 

improving your overall management of risk and identifying areas of your risk assessments that may need to 

be reviewed.  
 
The HSE guide HSG 245 ‘Investigating Accidents and incidents’ provides further details of a systematic 
approach to accident investigation.  
 
9. WHERE CAN I FIND OUT MORE? 
 
You can find full details of accident-reporting requirements in “A guide to the Reporting of Injuries, Diseases 
and Dangerous Occurrences Regulations 1995”.  See also website http://www.riddor.gov.uk/

http://www.hse.gov.uk/pubns/books/hsg245.htm
http://www.riddor.gov.uk/


 

 

 

 

 

 

 

 

 

 

 

  

 

 

   

 

 

 

 

 

 

 
 
 

Adult (18yrs plus) accident records need to be kept for at least three years. Pupil accident records need to be kept for three years from their 18th 
birthday, therefore, until they are 21. 

 

NON EMPLOYEES 
 Pupils 

 Visitors to site 

 Parents 

EMPLOYEES 
This includes volunteers, part time, 

temporary or a self-employed 
person working on your site 

Violent Incident 
Pupil on pupil violence  
Record internally in accordance with 
schools behaviour management policy 
e.g. pupil file, Bromcom etc. 

 
 

 

School Accident Reporting Procedures 
 

Identify if an injury/accident in a school is RIDDOR reportable e.g. 
Non-employee (pupil) is taken straight from site to hospital for treatment as a result 
of the accident / injury being attributable to the condition, design or maintenance of 
premises or equipment or as a result of inadequate arrangements for supervision. 
For more detail see www.hse.gov.uk/pubns/edis1.pdf 
 

 Fatality notify HSE immediately by telephone 0345 300 9923.  

 All other reportable incidents Report to HSE via their online system as soon 
as possible and within 15 days of the incident. 
http://www.hse.gov.uk/riddor/what-must-i-report.htm 

All incidents reported to the HSE must also be reported to the MAT Facilities 
Manager 

 

 

Identify if injury/accident is also RIDDOR reportable. 

 Injury results in death, hospital admittance for 24 hours, 
unconsciousness, inability to conduct normal work duties 
for over 7 days (including weekends and Bank Holidays) 

 Fatality or Major incident to employee Notify HSE 
immediately by telephone 0345 300 9923.  

 Minor incidents (Over 7 day injury) Report to HSE via 
their online system as soon as possible and within 15 days 
of the incident. 

http://www.hse.gov.uk/riddor/what-must-i-report.htm 
All incidents reported to the HSE must also be reported to 

the MAT Facilities Manager 
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Accident/ Injury or Near Miss 
Minor – insignificant / no injury 

e.g. Fell over in playground and needed 
plaster / TLC 

Record locally e.g. in the accident book  
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Accident, Injury or Near Miss 
Major- More significant first aid required 

OR potential for major injury 

Record and report to MAT Facilities Manager 
via accident form. If in doubt phone FM. 
Retain a copy on site 
 

Violent Incident 
 
Record and report to MAT 
Facilities Manager via VIR 
Form retain a copy on site. 

 

All Accidents and Injuries 

Record and report all accidents to 

MAT Facilities Manager via accident 

form and retain a copy on site. 

 

M

A

T 

 
Violent Incident 

Pupil on pupil violence 
Report to MAT via VIR only 

where serious in nature. 

 

 

 

H
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E

  

http://www.hse.gov.uk/pubns/edis1.pdf
http://www.hse.gov.uk/riddor/what-must-i-report.htm
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ST THOMAS MORE PARTNERSHIP OF SCHOOLS 
INCIDENT REPORT AND INVESTIGATION FORM 
 

DEPARTMENT  

NAME & ADDRESS OF ESTABLISHMENT, OFFICE, 
DEPOT ETC. 

 

 

 

 Post Code:  

School Number / Property Number (if known)  
 

 

PERSON COMPLETING REPORT 

Forename: 
 

Surname: 
 

Job title: 
 

Tel No. & Ext: 
 

 

DETAILS OF PERSON INJURED / INVOLVED (one per form) 

It is important to obtain the signature of the injured person where possible 

Forename:  Surname:  
 

Age:  Gender  Male  Female Job title:  
 

 Payroll Number / UPN Number: 
 

            
 

Job Category: 

 Employee  Agency / Temp  Contractor  Client / Service user 
 

 Student/pupil  Member of public  Volunteer  Resident / Tenant 

Address Of Non-employee: 
 

 Post Code:   

Telephone Number: 
  

 

DETAILS OF INCIDENT 
    

Did the incident happen at the establishment address?  Yes  No    (If no where did the incident happen?) 

 

Name and address where incident occurred:  

 

 Post Code:  

 
Incident Premises Type (select one only) 

 

 MAT Property  At someone else’s property     
 

 In a public place  Off Site Visit     
 

Exact Location:  Date Incident Occurred:  Time:  
 

Activity at time of incident:  Date Incident Occurred:  Time:  
 

Incident Class 
 

 Contact with moving machinery or material being machined  Hit by moving, flying or falling object 
 

 Hit by a moving vehicle  Hit something fixed or stationary  Injured while handling, lifting or carrying  
 

 Slipped, tripped or fell on the same level   Fell from height 
 

 Exposed to, or in contact with, a harmful substance   `Other  
 

Factual description of events & circumstances (Attach additional sheets or sketch plans if necessary) 
 

 

 

 

 
 

Signature of injured person:  
 

 



 
 

DETAILS OF INJURY AND TREATMENT 
 

 Sprain  Bruising/swelling  Cuts/scratches  Puncture Wound  Fracture  Dislocation 
 

   Scalds/Burns  Concussion  Shock  Internal injury  Eye Injury 
 

 Other (Please specify) ` 
 

Type Of Treatment:  Hospital  Doctor  First-aid  Rest  None 
 

Details of treatment  

 
 

Was injury sustained?  Yes  No 

 

WITNESS(ES) (Please attach statements) 
 

Address:  Post Code:  Tel No:  
  

Forename:  Surname:  

EMPLOYEE ABSENCE DUE TO INJURY 
Has the injury resulted in absence from work? 

 Yes  No  TBC Inform H&S Officer once known 
 

If yes, did he/she do any work on the day of the 
incident after it happened? 

 Yes  No 
 

What time did he/she stop work?  am/pm 

Anticipated duration of absence  days 
 

HSE STATUTORY REQUIREMENTS 
(See Department Safety Arrangements) 

Is incident notifiable to HSE? 

 Yes  No  TBC Inform H&S Officer once known 
 

If Yes 
How was the accident reported to the HSE? 

 Internet   Telephone  F2508 form 
 

(Please attach a copy to the accident report form) 

RIDDOR Number :  
  

INVESTIGATION - THIS SECTION MUST BE COMPLETED  
Describe causes of accident 

 

 

 

 

 
 

Describe any action that has since been taken to prevent a similar incident 

 

 

 

 

 

 
 

Please continue on separate sheet(s) if necessary 
 

Have there been any similar accidents?   Yes  No 

As a result of these incidents have you reviewed your risk assessment / procedures?  N/A  Yes  No 

Is training or re-training required?  Yes  No 

Have the control measures / procedures been effectively communicated to staff?  Yes  No 
 

Investigating Officer: Name:  Signature:  
 

Position:  Tel No:  Date:  
  

THE MANAGER MUST SIGN HERE TO INDICATE THAT THEY ARE AWARE OF ACCIDENT/INCIDENT DETAILED 
OVERLEAF AND ABOVE. 

 

Manager’s Name:  Signature:  Date:  
  

PLEASE RETURN THE COMPLETED FORM TO YOUR LINE MANAGER – A COPY MUST ALSO BE SENT TO THE 
MAT FACILITIES MANAGER 

Completion of this form does not constitute a claim against the St Thomas More Partnership of Schools 
This information will be held by St Thomas More Partnership of Schools for the purpose of recording this accident (Data Protection Act 1998) 

  



ST THOMAS MORE PARTNERSHIP OF SCHOOLS  
VIOLENT INCIDENT REPORT (VIR) FORM 
DEPARTMENT  
 

NAME AND ADDRESS OF ESTABLISHMENT  
OFFICE OR DEPOT, ETC. 
 

_____________________________________________ 
 
____________________ Post Code   _______________ 
 
School number/Property Number (if known)  __________ 
 

PERSON COMPLETING REPORT 
 
Forename _________________________________ 
 
Surname  ____________________________________ 
 
Job Title  __________________________________ 
 
Tel No & Ext.__________________________________ 

NATURE OF INCIDENT/ASSAULT (See VIR guidance for additional detail regarding classifications).  

Was the incident?     Intentional    Unintentional (due to autism, dementia, etc) 

Type of incident: 

 Verbal    Severe Verbal Abuse    Written     Harassment     Discrimination      Physical       Weapon  
    

DETAILS OF VIOLENT PERSON 
 

Forename:________________________________     Surname: _________________________________________ 
 

Age: _______________   Gender:    Male      Female 
 
 

Address  ______________________________________________________________________________________ 
 

Job Category 

    Employee      Agency/Temp     Contractor      Client/Service User 

    Student/pupil     Member of public     Volunteer       Resident/Tenant 
 

Ethnic Origin (if known) 

    Black African     Black Caribbean     Black other     Bangladesh     Indian 

    Pakistani      Asian other     White   Traveller of Irish Origin / Gypsy     Other    
    

DETAILS OF PERSON INVOLVED (one person per form) 
 

Forename:________________________________      Surname: _____________________________________ 
 

Age: ______                  Gender:    M   F    Job title _______________________________________ 
 

Payroll Number / UPN Number     
 
 

Address  ______________________________________________________________________________________ 
 

Job Category 

    Employee      Agency/Temp     Contractor      Client/Service User 

    Student/pupil     Member of public     Volunteer       Resident/Tenant 
 

Ethnic Origin 

    Black African     Black Caribbean     Black other     Bangladesh     Indian 

    Pakistani      Asian other     White   Traveller of Irish Origin / Gypsy    Other    
 

DETAILS OF INCIDENT 
                    

Occurred Date: ___ /___/____    Time:  _______ Exact location: ___________________________________ 
 

Reported Date: ___ /___/____    Time: _______ 
 

Incident Premises type (select one only)    

 MAT property     At someone else’s property    In a public place   Off Site Visit (Schools/CSF only)   

 

Factual description of events and circumstances (including how the incident arose). (Continue on a separate sheet if 

necessary)________________________________________________________
_____________________________________________________________
_____________________________________________________________ 
_____________________________________________________________ 
_____________________________________________________________ 
        

                      Signature of person involved    ________________________ 



DETAILS OF INJURY AND TREATMENT           Was injury sustained?   Yes     No  

If Yes please specify injury type 

  Sprain           Bruising/swelling       Cuts/scratches   Puncture Wound    Fracture          Dislocation 

  Scalds/burns    Concussion               Shock                Internal injury        Eye Injury 

 
Other (please specify)  __________________________________________________________________________ 
 

Type of treatment        Hospital    Doctor    First Aid    Rest    None 

 
Details of treatment  _____________________________________________________________________________ 
 
______________________________________________________________________________________________ 

 
WITNESS(ES)  (Please attach statements).  Forename: __________________  Surname:  ____________________ 
 
Address: ___________________________________________ Postcode:  ___________  Tel No: ______________ 
 

EMPLOYEE ABSENCE DUE TO INJURY 
 

Has the injury resulted in absence from work? 

 Yes   No    TBC (inform H&S Officer once 

known) 

If yes, did he/she do any work on the day of the 

incident after it happened?  Yes     No 

 
What time did he/she stop work? _____________ 
am/pm 
 
Anticipated duration of absence   _____________ 
days 

HSE STATUTORY REQUIREMENTS 
(See Departmental Safety Arrangements) 
 

Is the incident notifiable to HSE? 

 Yes   No    TBC (inform H&S Officer once known) 

If Yes 
How was the accident reported to the HSE? 

 Internet      Telephone     F2508 form 

(Please attach a copy to the accident) 
 

RIDDOR Number _______________________ 

INVESTIGATION  - THIS SECTION MUST BE COMPLETED 

Has this incident been reported to the Police?        YES   NO   

 
Police Incident No  ______________________    Name and Number of Officer ______________________________ 
 

Describe the causes of the incident 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 

Describe any action that has since been taken to prevent a similar incident 
 
_____________________________________________________________________________________________ 
 
_____________________________________________________________________________________________ 
 
             Please continue on separate sheet(s) if necessary 

Have there been any similar accidents?    Yes  No 

As a result of these incidents have you reviewed your risk assessment / 
procedure? 

 N/A  Yes  No 

Is training or re-training required?    Yes  No 

Have the control measures / procedures been effectively communicated to staff?  Yes  No 
 

Investigating Officer:    Name:           __________________________________   Signature:  _____________________________________ 

 
   Position:     _____________________________________________         Tel No:   ___________________________  Date: _________________ 
 

 

THE MANAGER MUST SIGN HERE TO INDICATE THAT THEY ARE AWARE OF THE INCIDENT DETAILED 
OVERLEAF AND ABOVE.  

 
 

Manager’s Name:________________________  Signature:  ___________________________  Date:  ___________ 
 

PLEASE RETURN THE COMPLETED FORM TO YOUR LINE MANAGER – A COPY MUST ALSO BE SENT TO THE 
MAT FACILITIES MANAGER 

Completion of this form does not constitute a claim against the St Thomas More Partnership of Schools 
Data Protection Act 1998 Fair Processing Information Notice. This information will be held by St Thomas More Partnership of Schools for the management 

of health & safety and to meet statutory reporting requirements. 

 



 General Pupil Accident Form 

XXXX   XXXX 
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