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Procedure to follow at the Sports Centre
Procedure


1.1 Summary


1.2 Definitions


1.3 Arrangements for Reporting
Appendix

1. Accident and Incident Reporting Form

Procedure to follow at the Sports Centre
This is the procedure to be followed if an accident/incident occurs with a member or a member of staff. This procedure is also to be followed if anything dangerous occurs within the Sports Centre.

You must complete an accident/incident report form on every occasion that something happens. The simplest way of completing this form is to use the portal. This is the link to the page:

 https://portal.sgul.ac.uk/she/safety-health-and-environment-sh-e-a-z
OR
1. Log onto the SGUL Portal website

2. Below the St George’s logo there is a dark blue option bar. Select SH&E

3. On the left hand side of the page under “Menu” Select “Safety, Health and Environment   (SH&E) A - Z”
4. Under “A” you’ll find the forms to fill out
Accident / Incident reporting Form Online Version
Accident / Incident reporting Form Paper Version

An online AND paper version must be filled out in any instance; paper forms are located at the front of the office, in the tray above the access control computer, underneath the CCTV box.
It is essential that an online version is completed, as this is sent to the appropriate parties, who are responsible for ensuring that the correct health and safety policies/practices have been adhered to (e.g. ensuring RIDDOR cases are reported to the HSE as required). 
The paper version should then be placed in the handover diary, so this can then be reviewed by the manager on their next shift.  The manager is then responsible for communicating any defects that may have led to the accident/incident to the Estates Helpdesk, or amending policies/processes that may have contributed to it.  
If you complete an accident/incident report form you must also please immediately email the manager and assistant manager to inform them of what has happened. 
The following is the accident/incident reporting procedure. Please refer to this if you are at all unsure about the full process to pursue following an accident/incident. 
1.1 Summary
Accident and incident reporting is legislatively required. 
It is also important to ensure that SGUL take measures to monitor accidents. As part of the reactive monitoring process, accident records are needed to assess whether the existing controls are adequate or to identify if trends are developing and to implement new procedures. Records may also have to be produced for the Health and Safety Executive. or in the course of civil proceedings if a claim is brought following an incident.

This document outlines the procedures that are to be adopted when any employee, student, visitor or contractor has an accident, experiences ill health due to work, there is a near miss or dangerous occurrence on SGUL premises during the course of their employment. This also applies to visitors who are members of the public and are therefore not at work. 
RIDDOR REPORTING WILL BE CO-ORDINATED THROUGH THE SHE OFFICE ONLY 
1.2 Definitions

1. An accident is an unplanned event that causes injury to persons, damage to property or a combination of both.

2. A near miss is an unplanned event that does not cause injury or damage, but could do so.
1.3 Arrangements

In the event of ALL accidents, incidents, near miss or RIDDOR reportable events an accident reporting form must be submitted to the SHE office as soon as possible after the event. To ensure that the correct information is captured the following procedure must be followed:-
· An on-line Accident, Incident and Dangerous Occurrence Report form must be completed. This can be found at https://portal.sgul.ac.uk/archive/accident-form This will automatically be forwarded to the SHE office where it will be

i) reported to the HSE if necessary 

ii) investigated

iii) iii) archived 

· If for any reason the on-line form is not accessible, then a paper form must be submitted to the SHE office. See Appendix 3

· Any accident, incident or dangerous occurrence that needs investigating will be coordinated by the SHE office with the co-operation and consideration of appropriate parties. 

1.
Name of injured person or witness of incident or dangerous occurrence

	   


2.
Personnel grouping of injured party or witness
[image: image2.png]Staff


Under-graduate Student 
         Post-graduate Student     

Visitor 


Contractor




3.
Date of accident / incident / dangerous occurrence

	   


4.
Time of accident / incident / dangerous occurrence

	   


5.
Location of accident / incident / dangerous occurrence

	


6.
Normal or term time location / address of injured person 

	 


7.
Activity during which the event happened.

	


8.
 Details of accident or incident (if applicable)
	


9.
Was an injury sustained?
Yes


No 
         

10.
Was treatment required? 
No 


First Aider 
           A & E


Hospital admission


11.
Details of dangerous occurrence (if applicable)
	


12.
Was equipment damaged?
Yes


No 
         

13.
Name of person or reporting accident / incident or dangerous occurrence

	   


14.
Personnel grouping of individual making report
Staff


Under-graduate Student 
         Post-graduate Student     


Visitor 


Contractor




15.
Normal or term time location / address of person reporting event

	


16.
Date of accident / incident / dangerous occurrence reported

	   


17.
Signature of person reporting event
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