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Document summary 

In the development of this local policy, Langney Primary School has adopted the guidance 
and model policy provided by East Sussex County Council.  
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Incident Reporting Policy 
 

Key Points: 
 

 This policy outlines the arrangements necessary to ensure that all work related 
incidents are appropriately reported and, if relevant, investigated. 

 It is the responsibility of all managers to ensure that investigations identify the causes of 
any incidents and, where possible, recommend any action necessary to prevent a 
recurrence. 

 All incidents must be reported using the online incident reporting system. 

 Absences from work, due to work related incidents, must be accurately recorded. 
Absences from schools must be reported in the “Notification of Absence and Return to 
Duty” book (CLE 1377) and all other work areas of ESCC must be reported through 
First Care (see Attendance Management Policy). 

 All serious incidents must be reported immediately to the Health & Safety Team on 
01273 336306.  

 
 
1. Introduction 

 
1.1 It is the County Council’s policy to report and investigate health and safety incidents 
appropriately and to ensure compliance with the requirements of the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 (see Appendix 1). 
 
1.2 A health and safety incident is an unplanned event which may result in injury, or other 
health effects, to people and/or damage to property or lead to stress.  It can also include 
“near misses” which may not result in injury or damage but have the potential to do so.  
 
1.3 All health and safety incidents involving staff and/or service users, pupils, contractors, 
visitors etc. which happen on County Council premises or arise from work carried out by the 
County Council, must be reported using the online accident report system, located on the 
intranet or Czone.  
 
1.4      All sharps incidents must be investigated in accordance with the Health & Safety 
(Sharps Instruments in Healthcare) Regulations 2013.  For more information see the 
Council’s Communicable Diseases Policy. 
 
1.5 In addition, certain other incidents will need investigation and as a minimum it is the 
Council’s policy to investigate the following incidents: 
 

 All incidents notified to the Health and Safety Executive (HSE) 

 Road traffic accidents resulting in personal injury 

 Incidents resulting in serious and extensive property damage 

 Incidents with the potential to attract media attention 

 Incidents resulting in no or minor injury or damage but could easily have resulted 
in more serious injury or damage. 

 
1.6 A Personal and Training (PAT) Health and Safety Adviser may request a manager 

to undertake an investigation for a category of incident not included above. 
 
 



2. Responsibilities 

 
2.1 Chief officers will: 

2.1.1 ensure that arrangements are in place for implementing this policy, through 
department-specific guidance on its application, where appropriate 
 
2.1.2 ensure that line managers and/or key staff are competent to comply with this policy 
 
2.1.3 have systems in place for the periodic monitoring of the implementation of this 
Policy. 
 
2.2 LMG and other Line Managers will: 
2.2.1 implement and monitor this policy and associated documentation within their area of 
responsibility 
 
2.2.2 ensure that all incidents are recorded and advise a PAT Health and Safety Adviser, 
immediately, of any fatalities resulting from a work activity or other incidents deemed 
“serious” so that a decision can be made whether to convene a formal inquiry 
 
2.2.3 ensure the relevant online incident report is accurately completed by the person/s 
injured or involved in an incident (or someone on their behalf if they are unable to do so) 
and that information regarding the incident is passed to their line manager/supervisor for 
review / investigation 
 
2.2.4 notify a PAT Health and Safety Adviser should an Inspector from the HSE indicate 
an intention to investigate any incidents 
 
2.2.5  ensure all relevant incidents are investigated 
 
2.2.6  ensure that staff absences arising from incidents at work are recorded correctly in 
accordance with the Attendance Management Policy. 
 
2.3 PAT Safety Advisers will: 

2.3.1  promote and monitor the application of this safety policy and provide guidance as 
requested 
 
2.3.2 monitor and maintain the online incident reporting system 
 
2.3.3 assist with incident investigations where deemed necessary. 
 
2.4 Employees will: 

2.4.1 ensure that all health and safety incidents are reported and recorded in accordance 
with the requirements of this policy using the online incident reporting system 
 
2.4.2 report to the line manager / property service desk any defect that may give rise to a 
health and safety concern 
 
2.4.3 report to their line manager any working practice that may give rise to health and 
safety concerns. 
 
 
 



3. Incident Investigation 

 
3.1 Incident investigation involves a more in-depth examination of the circumstances 
surrounding an incident. The aim of the investigation is to identify the root causes of the 
incident and recommend practical action to prevent a recurrence.  
 
3.2 An investigation must also gather and record all the detailed facts that may be 
required should legal action result.  In many cases months, and even years, may pass 
before such action is instigated and therefore it is important that investigation reports and 
associated records are accurate, well documented and securely retained. 
   
3.3 Safety Representatives are entitled to carry out their own separate investigations of 
incidents for their own purposes.  At the manager’s discretion it may be appropriate to carry 
out a joint investigation in certain circumstances. 
 
4.  The Importance of Incident Investigation  
 
4.1     If (serious) incidents are not investigated and appropriate action taken, the County 
Council could be more vulnerable in terms of civil litigation and criminal action.  It is also 
good management practice to learn reactively from adverse events in terms of staff relations 
and minimising losses. 
 
4.2 Incidents can cause pain, suffering and stress to the injured person, their families, 
friends and work colleagues.  There is a moral obligation to uncover the causes of these 
incidents and to learn from them. 
 
4.3 Incidents incur financial penalties, both individually and in aggregate.  These 
penalties arise from the direct employment costs of salaries etc. during any resultant 
absence from normal work, as well as the indirect costs resulting from incident recording, 
reporting and investigating, staff replacement, re-training, work interruption etc. 
 
4.4 Incidents which result in serious, disabling injury, either acute or chronic, may render 
the County Council liable in terms of both public and employer liability claims for 
compensation.  Since the County Council is self-insured for a large proportion of such 
claims, the impact on County Council funds is considerable. 
 
4.5 Some incidents may attract the attention of the HSE which, following their own 
investigations, may result in an oral or written report requiring improvements to be made, or 
the imposition of an Improvement or Prohibition Notice.  Criminal proceedings may be taken 
by the HSE resulting in fines being imposed on the County Council.  There is also the 
possibility of fines/imprisonment of individuals if the incident is serious or represents a 
blatant disregard for safety legislation. 
 
4.6 Whichever of the above scenarios result, any incident investigation will rightly focus 

on the existence, validity and relevance of risk assessments.  The HSE will have the 
right to examine any risk assessment, as will those representing a claimant, and the 
County Council insurers.   

 
 
 
 
 



Appendix 1:  Incidents Notifiable under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR) 
 
Certain types of work related incidents and injuries are reportable to the Health and Safety 
Executive (HSE) under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations (RIDDOR). The Health & Safety Team carry out all RIDDOR reporting on 
behalf of the Council and must be notified immediately of any such incidents.  
 
Examples of RIDDOR reportable incidents are outlined below. Please note that this list in 
not exhaustive and if in any doubt contact the Health & Safety Team to discuss. 
 
Deaths – All deaths of workers and non-workers e.g. employee, service user, contractor, 
pupil, visitor or a member of the public must be reported if they arise from a work-related 
accident, including an act of physical violence to a worker. 
 
Specified Injuries to Workers: 

 Fracture, other than to fingers, thumbs and toes 

 Amputation of arm, hand, finger, thumb, leg, foot or toe 

 Permanent loss or reduction of sight 

 Crush injuries leading to internal organ damage 

 Serious burns – covering more than 10% of the body or damaging the eyes, 

respiratory system or other vital organs 

 Scalping (separation of skin from the head) which requires hospital treatment  

 Unconsciousness caused by a head injury or asphyxia  

 Any other injury arising from working in an enclosed space which leads to 

hypothermia, heat-induced illness or requires resuscitation or admittance to hospital 

for more than 24 hours. 

 
Over seven-day injuries - If there is an accident connected with work (including an act of 

physical violence) which results in an employee being away from work, or unable to 
undertake the full range of their normal duties, for a period of seven days or more (not 
counting the day of the accident).   
 
N.B. Over three day injuries still have to be identified and therefore have to be recorded as 
such on the online reporting system but no longer need reporting to the HSE. 
 
Reportable diseases - If a doctor diagnoses that an employee is suffering from a 

reportable work-related disease, you must inform us so we can report it to the enforcing 
authority. These include 

 Carpal tunnel syndrome 

 Severe cramp of the hand or forearm 

 Occupational dermatitis 

 Hand-arm vibration syndrome 

 Occupational asthma 

 Tendonitis or tenosynovitis of the hand or forearm 

 Any occupational cancer 

 Any disease attributed to an occupational exposure to a biological agent. 



  
Reportable dangerous occurrences – Certain incidents are categorised as dangerous 
occurrences in RIDDOR and will need to be notified to the HSE.  These include: 
 

 Collapse, overturning or failure of load-bearing parts of lifts and lifting equipment 

 Explosion, collapse or bursting of any closed vessel or associated pipework  

 Electrical short circuit or overload causing fire or explosion  

 Collapse or partial collapse of a scaffold over five metres high, or erected near 

water where there could be a risk of drowning after a fall  

 Explosion or fire causing suspension of normal work for over 24 hours 

 Accidental release of any substance which may damage health e.g. asbestos.  

 

Injuries to Non-Workers 

 

Injuries occurring to those not at work e.g. pupils, clients, visitors, must be reported to the 

HSE if the accident was work-related and if the injured person is taken straight from the 

scene of the accident to hospital and receives treatment there. 

 

 

 

 

 

 

 

 

 

 

 


