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Incident Reporting and Investigation Policy



Synopsis 
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 requires the University to record and keep records of all work-related injuries, cases of occupational diseases and some specified dangerous occurrences.  

The purpose of this policy is to define the roles and responsibilities of those involved in reporting and investigating incidents. 
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1.0 [bookmark: _Toc194580339]Purpose of the Policy
The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013 requires the University to record and keep records of all work-related injuries, cases of occupational diseases and some specified dangerous occurrences.  

The purpose of this policy is to outline how, when and who reports an incident, to outline the responsibilities of those involved and the steps to be taken when investigating an incident.  The goal of these investigations is to identify the root cause(s) of the incident and recommend control measures which will help prevent the incident, or similar incidents, from reoccurring. 

2.0 [bookmark: _Toc194580340]Scope of Policy
This policy applies to all accident, incidents and near misses which involve a member of University of Aberdeen staff, students, visitors or members of the public while they are carrying out a task on behalf of the university or on university premises.  The policy will also be used when investigating cases of occupational ill health, where an injury may have been developing over a period of time rather than a one-off incident (e.g. carpel tunnel syndrome, hand arm vibration syndrome etc.)  The policy also applies to accidents, incidents and near misses which occur to members of the public due to the acts or omissions of the University.

3.0 [bookmark: _Toc194580341]Definitions / Acronyms 
	 Term
	Definition

	Accident
	An unintended event that causes injury, death, or ill health

	Accident Reporting System
	The University uses Awaken, an online software system provided by the BeOnline platform where incidents are recorded.

	AUSA
	Aberdeen University Students’ Association

	HSE
	Health and Safety Executive 

	Ill Health (Non Work-Related Accident)
	Incidents where work has not influenced or caused the illness e.g. a student feeling faint because they have not eaten recently, someone with epilepsy suffering a seizure (as long as it was not caused by a work-related task).

	Incident
	Collective term including accidents, near misses and cases of ill health

	LSC
	Local Safety Coordinator

	Near Miss
	An unplanned incident which did not result in injury or ill health but which might have done so if the circumstances had been different.

	RIDDOR
	Reporting of Diseases and Dangerous Occurrences Regulations

	Serious accident
	Generally, an accident is "serious" if the injured person has gone to hospital as a result of the accident or has sustained a specified injury.

	Trivial accident
	Minor accident / injury which does not require first aid treatment and could not have been reasonably prevented e.g. a paper cut


4.0 [bookmark: _Toc194580342]Responsibilities
[bookmark: _Toc194580343]4.1 	Reporting Person
Any responsible person can make an accident, near miss or ill health report.  This may be the supervisor or manager of the injured person, the person responsible for the area where the incident occurred or the first aider involved in attending to the incident.  The report may also be completed by the person involved in the incident.

For trivial accidents / incidents then the person reporting the accident is likely to be able to carry out an investigation themselves.  Their findings and actions to prevent a similar occurrence in future should be noted in the relevant sections on the reporting form.  The Local Incident Managers will review the findings, and if appropriate close the accident case.

[bookmark: _Toc194580344]4.2	Local Safety Coordinator / Local Incident Manager
Local Safety Coordinators will all be given “Incident Manager” permissions in the accident reporting system.  This will enable them to see all the incidents that occur in their school / directorate, the status of the incidents and the investigation findings within each case.  Incident Managers will be notified by the accident reporting system when an accident is assigned to them for investigation.  They will check to see if an initial investigation has been carried out by the reporting person.  It may be that the accident warrants further investigation which the Incident Investigator will start, with assistance from the Health and Safety Team when required.  All findings are to be recorded within the accident case in the accident reporting system. 
Local Safety Coordinators will, in conjunction with the injured persons Line Manager, keep in contact with any injured persons, as appropriate, to ensure they are recovering well and update them about any relevant control measure implemented following the incident.  The length, frequency and place of these discussions will depend on the severity of the incident.

[bookmark: _Toc194580345]4.3	Line Manager
The Line Manager of the injured person should be involved in the investigation.  They will be able to provide more information about the work being done and should be involved in implementing findings to prevent reoccurrence of the incident.
The Line Manager is responsible for keeping in contact with anyone involved in an incident, some cases may warrant additional support e.g.:
· Referral to Occupational Health if required
· Signposting to support on offer by the University
· Regular check-ins with an injured person during their recovery
· Communicating findings of an investigation to those involved in the accident and the wider team, as appropriate

[bookmark: _Toc194580346]4.4	Health and Safety Team (HSR)
If responsibility is unclear or if a serious accident has occurred then the Health and Safety Team shall carry out the investigation alongside the Local Safety Coordinator and any other persons relevant to the incident.  
The Health and Safety Team will:
· oversee the accident reporting system 
· offer support to Local Safety Coordinators as needed, in order to ensure that incidents are suitably investigated and actions closed out
· notifying the HSE of relevant accidents under the RIDDOR regulations
· arrange training for Local Safety Coordinators or local incident manager before they are given “Incident Manager” permissions in the accident reporting system.  This will cover the requirements of an incident investigation and how to record the findings in the accident reporting system.
· Ensure data protection requirements are met

5.0 [bookmark: _Toc194580347]Process
[bookmark: _Toc194580348]5.1	Incident Reporting
A University report form should be submitted whenever there is an accident or a near miss.  The accident report form can also be used to report incidents of work-related ill health which can be regarded as "slow accidents" - instead of being caused by single events, result from exposure to a hazard or certain activities over time.  Typical examples include:
· Conditions caused by repetitive movements or inappropriate working postures
· Skin conditions resulting from repeated exposures to particular agents such as cleaning products
· Asthma or respiratory problems that could be attributable to workplace conditions or activities
The local Safety Coordinators or local incident manager in Schools and Directorates will be notified of any incidents occurring within their school by the accident reporting system.

[bookmark: _Toc194580349]5.1.1	When to Report
The completed form should be submitted within 48 hours of the accident.  Serious accidents should be reported to the University Safety Advisers immediately by phone, Teams, face to face or as an online report in the accident reporting system.
As a rule of thumb, an accident is "serious" if the injured person has gone to hospital as a result of the accident or sustains a specified injury.
Please do not delay submitting the report because you want to make sure that you have gathered all the facts surrounding the accident.  Your Local Safety Coordinator or the Health and Safety Team can update the form at a later date with any additional information.
The form should be completed succinctly with as much detail as is available and relevant, at the time of writing.  If any additional information is identified later, this information can be forwarded to your Local Safety Coordinator or the Health, Safety and Resilience Team.

[bookmark: _Toc194580350]5.1.2	Reporting to the HSE
Some accidents will fall under the RIDDOR Regulations.  If any incidents fall under these regulations a University Safety Advisor will submit a report to the Health and Safety Executive.

The following injuries are reportable under the RIDDOR Regulations when they result from a work-related accident:
· the death of any person (regulation 6)
· specified injuries to workers (regulation 4)
· injuries to workers which result in them being unable to carry out their normal duties for more than 7 consecutive days immediately following the day of the accident (Regulation 4)
· non-fatal injuries to people other than workers (such as students, customers or volunteers) which result in them being taken directly to hospital for treatment, or specified injuries to non-workers which occur on hospital premises (regulation 5)

[bookmark: _Hlk189569936][bookmark: _Toc194580351]5.1.3	Reporting Fire Related Incidents
The incident reporting system must be used to report fire related incidents where there has been an actual fire or where there has been the activation of fire extinguishing agents.  The reporting system should not be used for reporting Unwanted Fire Alarm Signals (false alarms).

[bookmark: _Toc194580352]5.2	Accident and Incident Investigation
The aim of an investigation is to establish the cause of an accident / incident in order to identify actions to take in order to prevent recurrence.  The investigation should also identify whether it is necessary to notify the HSE.

All accidents and incidents which occur at the University or while carrying out University activities, must be investigated (regardless of whether an injury has occurred or not).  The depth of investigation will be proportionate to the seriousness of the accident or potential seriousness, for example, a papercut does not require the same level of investigation as a chemical spill would. 

[bookmark: _Hlk189569942][bookmark: _Toc194580353]5.3	Sharing of Incident Reports
Only nominated accident investigators have permission to view the details of incident reports.  Any trend reporting, sharing of lessons learned or similar, will only be done once the report has been anonymised.  The original incident report would only be shared in specific scenarios where there is an explicit requirement to do so, e.g. if an incident report was requested by a court, the HSE, or other enforcing agencies.  The incident report would only be shared with the knowledge and permission of the injured person.  The injured person has the right to request a copy of any incident reports relating to them.


[bookmark: _Toc194580354]5.4	Training
Local Safety Coordinators will be provided with training from the Health and Safety Team covering why accidents are investigated, how to carry out an accident investigation and how to navigate the accident reporting system and input investigation findings into incident cases.
Following this training the Local Safety Coordinator will be given “Incident Manager” permissions in the accident reporting system which will allow them to view all the incidents that are reported in their area.  They will be able to see the status of their incidents and can input information into the incident cases.
Even following training, the Health and Safety Team will provide support, as requested, to Local Safety Coordinators who are involved in incident investigations.  Due to the size of some schools and directorates, and the nature of the work that is carried out within them, the incident frequency will vary.  Even those who are well practiced in incident investigation may face an unusual case, in these cases the investigator should contact the Health and Safety Team who will support them through their investigation.

[bookmark: _Toc194580355]5.5	Internal Reporting
Following an incident, it is important that any lessons learned or corrective actions are shared with others in the University so we can learn from each other.  
The Incident Manager is responsible for deciding how and where to communicate this.  There may be a need for a joint approach between the Local Safety Coordinator, Incident Manager and the Health and Safety team to ensure all relevant members of the University community are effectively contacted.  Communication methods may include:
· Sharing findings locally at team meetings
· School / Directorate Safety Meetings
· Staff News
· Safety Alerts

The Health, Safety and Resilience team also share significant incidents, findings, trends or raise concerns at the following meetings:
· A paper is shared quarterly with the University Health and Safety Committee
· Significant health and safety information is shared quarterly with the Senior Management Team
· At least annually a paper is submitted to Court

[bookmark: _Toc194580356]5.6	Incident Reporting by Non-University Individuals / Organisations
There are organisations such as AUSA, contractors and partner companies who work closely with the university but do not necessarily fall under this incident reporting policy as they undertake activities not organised by the university.
Incidents that occurs on University of Aberdeen premises or in a University of Aberdeen building only need to be reported through the university reporting system if the incident was caused by an unsafe condition which was the universities responsibility (e.g. as a failure to maintain or poor design of university owned buildings, land or equipment).
6.0 [bookmark: _Toc194580357]Summary of the Investigation Process
See also flowchart at Appendix 1

1. An accident report is submitted in the accident reporting system
2. An email is automatically sent to the Health and Safety Team notifying them a report has been submitted
3. For non-routine / high level accidents the Health and Safety Team will lead the investigation and assign someone within the team to lead the investigation
4. For routine / low level accidents the Health and Safety Team will assign the incident case to the local Incident Manager
5. The accident reporting system will send an email notifying the Incident Manager they have been assigned an incident to investigate
6. The assigned person will ensure an investigation is carried out
7. Findings are inputted into the incident case and any actions required are noted
8. Actions are assigned and completed
9. Once the investigation is complete and the actions have all been completed, the incident case can be closed
10. Following the closure of an accident case:
a. Statistics and common trends are reported at the University Health and Safety Committee by the Health and Safety Team
b. Safety alerts / other communications issued if necessary
c. Relevant accidents, incidents and near misses are discussed at local school / directorate meetings



[bookmark: _Toc194580358]7.0	References

	Document Number 
	Document Name 

	https://www.hse.gov.uk/riddor/key-definitions.htm 
	RIDDOR

	https://abdn.the accident reporting system-be.com/Secure/UserPages/Accidents/SelectFormType.aspx
	The accident reporting system Incident Reporting Form

	Policy Zone
	Fire Safety Policy (including reporting)

	Policy Zone
	Sickness Management Policy

	Records Management page on StaffNet
	UoA Records Retention Policy &  Schedule

	Policy Zone
	Health, Safety & Wellbeing Policy





[bookmark: _Toc194580359]Appendix 1: Investigation Process Flowchart using Awaken




[bookmark: _Toc194580360]Appendix 2: Data Protection Statement from Awaken

At Awaken, we value the trust our clients have in us when processing personal data. We take our responsibility to protect the data seriously and focus on ensuring the highest levels of privacy and security.   To follow, we will explain how we collect, use and protect your personal data.

We are Awaken Learning Ltd. (Awaken), a UK based limited company, whose registered address is 63 Viscount House, 8 Lakeside Drive, London, NW10 7GS. We can be reached by email clientsrelations@the accident reporting systemsoftware.com or by telephone during normal business hours +44 (0) 208 3556144.

We, Awaken (the Data Processor), are contracted directly by the University of Aberdeen (the Data Controller) as defined in the Data Protection Legislation. 

The accident reporting system provides the University of Aberdeen with its software BeOnline for the purposes of managing learning and development activities (training) and provide a platform to record and manage risk and safety legal compliance, including incident reporting and risk assessments.

Awaken will process personal data and sensitive personal data (both as defined in the Data Protection Legislation) for the purpose and duration of Awaken’s provision of its BeOnline platform to the University of Aberdeen.  End to end encryption and further security measures are in place and all data is stored in our designated UK based datacentres.

BeOnline is populated through a secure file upload from the University of Aberdeen with the following details:
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· 
Doc Number: HS-PO-022
Issue: Rev 1
Date: Apr 25
· Payroll number or other form of Unique Identifier
· Username
· Email
· First
· Last Name
· Department
· Location
· Line Management Information
· Employment Start Date
· Job Title


In addition, the system BeOnline uses these personal details to record and create training profiles and risk assessment and/or accident submissions cases that may contain personal information.  These cases and profiles will likely include information about learning and development, health, safety and compliance training completion and progress (including date and time of training assignment progress and completion, examinations and attendance results) as well as personal details entered during workstation and other types of risk assessments completion (including any user-specific information about injuries or other personal circumstances or health conditions).

When submitting a risk assessment and/or incident, the information entered is stored in accessed controlled cases that allow the management and recording of corrective and follow up the action, as well as the reporting of key statutory and legal information.  Each record containing any personal information has a specific retention period (default value is 6 years, but this may be different depending on the University of Aberdeen instructions to Awaken).

Following the termination of the relevant contract for the delivery of its software platform BeOnline by Awaken, Awaken will securely and permanently delete and destroy its records within 7 working days.  

Awaken does not use personal data in its system BeOnline for any other purposes other than that to comply with its obligations under the licensing agreement and as required by law. 

If you would like further information or to request access or correction of any data contained in BeOnline, please contact the University of Aberdeen appointed data controller officer.
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