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Accident/Incident Investigation Checklist for Schools
1. Make sure that the injured person is given support through first aid, reassurance, calling the emergency services etc.

2. Carry out an initial investigation to identify the cause of the accident. Consider:

· What was happening immediately prior to the incident?

· Is there a risk assessment in place to cover the task or activity being carried out?

· Was the safe system of work being followed?

· Was there a defect in the premises that may have contributed e.g. a trip or slip hazard.

· Has any equipment, if being used, been maintained regularly?

· What personal protective equipment was being worn at the time?

· What training has been provided to the employee and on what date?

· What was the supervision ratio of staff to pupils if applicable?

· Were there any witnesses? If so take statements of what they saw or heard prior to and during the incident.

· If appropriate, take photographs.

3. Contact the Health and Safety team on 0151 511 7967 or 0151 511 8563 to notify of any accidents resulting in a person attending A&E or being hospitalised or any other serious incidcents. 

4. The Health and Safety team will decide on whether the accident is reportable to the Health and Safety Executive.

5. Complete an accident/incident form using the electronic system.
6. Record the details of the accident and any actions identified to prevent a reoccurrence.

7. For employees only, where the injury results in lost time, notify the Health and Safety team if the period of sickness absence is more than 7 days (including weekends) following the incident. 
8. Headteachers should monitor the implementation and effectivness of remedial actions and if necessary amend the relevant risk assessment.

9. In the event of a Covid 19 case, Schools should follow the Guidance

and Procedures set out by Government, Public Health England & Local Authorities. 
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