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Annexe 1: The Accident, Incident and Near Miss Reporting Protocol 
 
 

Categories of 
Person 

Action 

Pupils  

All accidents, 
incidents and near 
misses 

The member of staff in charge at the time of the 
occurrence should obtain a copy of the Pupil Accident, 
Incident and Near Miss Form (PAINF) from the Office 
Manager, complete and return it to her for filing (unless the 
pupil has suffered any injury to the head, in which event see 
below). 

Accidents, 
incidents and near 
misses which result 
in the child 
receiving 
treatment 

Parents are notified of all accidents, incidents and near 
misses which result in the child receiving treatment by 
means of a yellow form which is sent home with the child. 
These forms are checked daily by a named First Aider and 
signed, with any concerns referred to the Deputy Head 
(Pastoral) or the Headmistress who are made aware of any 
more serious incidents. 

Head bump / 
injury to a pupil 

If a pupil suffers any bump / injury to the head, the PAINF 
should be obtained and completed as above and handed to 
the Deputy Head (Pastoral) who will ensure that the parents 
are notified immediately and advised that they should 
collect the child and seek further medical advice. 
 
The Deputy Head should then hand the PAINF to the 
Office Manager for filing. 

Staff and 
Visitors 

 

All accidents, 
incidents and near 
misses 

The Office Manager should be asked to produce the 
Citation Accident Book (CAB) and an appropriate entry 
made therein by: 
(a) the member of  staff  affected by the accident,  incident 

or near miss; 
(b) where a visitor was so affected, by a member of staff 

present at the  time; 
(c) where a visitor was so affected but no member of  staff 

was present, by the visitor themselves. 
All Persons  

Occurrences 
which require a 
more detailed 
investigation 

Where, in the view of the Office Manager, a more detailed 
investigation of the occurrence is required than the PAINF 
and CAB permit, she should notify the Headmistress 
immediately and commence an investigation using the 
Accident, Incident and Near Miss Investigation Form, 
taking witness statements where necessary. 

Head of  
Pastoral Care or the

Head of  Pastoral Care

The Head of  Pastoral Care
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Occurrences 
which are 
reportable to the 
HSE 

RIDDOR reportable instances include the following. This 
list is not exhaustive and the Headmistress should contact 
Citation Ltd’s advice line for further guidance, support and 
clarification. 

(i) Death 

Workers and non-workers who have died of a work related 
accident 

 
 

(ii) Specifted Injuries 

* Fractures, other than to fingers, thumbs and toes. 
 

* Any injury likely to lead to permanent loss of sight or 
reduction in sight. 

 
* Any crush injury to the head or torso causing damage to 

the brain or internal organs. 

* Serious burns (including scalding) which:- 
o covers more than 10% of the body, or 
o causes significant damage to the eyes, 

respiratory system or other vital organs. 
* Any scalping requiring hospital treatment. 
* Any loss of consciousness caused by head injury or 

asphyxia. 
* Any other injury arising from working in an enclosed 

space which:- 
o leads to hypothermia or heat-induced 

illness, or 
o requires resuscitation or admittance to 

hospital for more than 24 hours. 

(iii) Over seven-day injury 

This is an injury which is not major but results in the 
injured person being away from work or unable to carry out 
their normal duties for more than seven days. Apart from 
the day of the accident, weekends and days that would not 
normally be worked, such as rest days, are counted. 

 
 

(iv) Occupational disease 

* Severe cramp of the hand or forearm. 

* Occupational dermatitis. 

* Occupational asthma. 

* Any occupational cancer. 
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(v) Dangerous occurrence 

There are 27 dangerous occurrences which are relevant to 
most workplaces, e.g.: - 

 
 

* Collapse, overturning or failure of load bearing parts of 
lifting equipment. 

* Electrical short circuit or overload causing fire or 
explosion. 

 
 

(vi) Persons not at work 

* A member of the public or person who is not at work has 
died. 

* A member of the public or a person not at work has 
suffered an injury and is taken from the scene of the 
accident to hospital for treatment to that injury. 
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