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Health and Safety at work
Accident Reporting and Investigation

ACCIDENT REPORTING AND INVESTIGATION

This document details the method of reporting accidents and dangerous occurrences.
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INTRODUCTION

1. If an accident occurs to a participant or a member of staff during an MT4Uth project this should be recorded in the accident book.

2. If an accident occurs to a member of staff or member of the public whilst at the MT4Uth premises this should be recorded in the accident book.
ACCIDENT INVESTIGATION 
3. There are many legal and economic reasons for investigating accidents.  The results of an investigation should however be used to help prevent a recurrence by indicating modification to procedures, premises, training or supervision.
4. All accidents should be investigated.  Study of incidents producing minor injuries or near misses can often reveal a major hazard.  The depth of investigation will depend upon the degree of injury or damage but should primarily depend upon the basic hazard.  Action to eliminate the hazard can only be taken when it has been determined following investigation.

THE INVESTIGATING OFFICER
5. The manager or officer in charge (e.g. Head Chaperone) should investigate any accident.

THE INVESTIGATION
6. The investigating officer should look at:

(a) the cause of the injury;

(b) the chain of events leading to the accident, thus allowing the main contributory factor to be identified;

(c) whether the investigation has revealed any other hazard or weakness;

(d) the action taken to prevent a recurrence.

7. The investigating officer should visit the scene of the accident as soon as possible to assess the situation.
8. The object of an investigation is to prevent a recurrence of the accident, not to apportion blame.  
9. When all enquiries have been completed, the investigating officer should consider what measures (if any) are necessary to prevent recurrence of the accident. 

ACCIDENT RECORDING
10.  A record of an accident must be made in the accident book.  Scrutiny of accident records may reveal trends, which indicate a need for preventative action to be taken.

ACCIDENT BOOK

11. The accident book should be maintained for staff, participants and the public.  It should be kept in the MT4Uth office except during projects.
12. The managers or officer in charge should ensure that all incidents are recorded in the accident book as soon as possible.  Particulars of the accident may be entered by the injured person or by someone on their behalf.
RECORDING ACCIDENTS TO STAFF
13. The injured employee, or someone acting on their behalf, must complete an accident record as soon as they can.

14. As soon as an entry is made in the accident book it should be taken to the office manager who will make arrangements for any necessary investigation to be undertaken.

RECORDING ACCIDENTS TO THE PUBLIC AND OTHERS ON MT4UTH PREMISES
15.  The details should be entered in the relevant section of the accident book as soon as possible after an accident resulting in injury to a member of the public.

RECORDING ACCIDENTS TO STAFF ON NON-MT4UTH PREMISES
16.  If a member of staff suffers an injury whilst acting on official capacity on non-MT4Uth premises the details should be recorded in the relevant section of the MT4Uth accident book and also recorded by the occupier’s on site (e.g. Theatre Venue, Rehearsal venue etc..)

ACCIDENT REPORTING
17. The most important reason for reporting accidents is prevention of future occurrences due to similar factors.  The information in reports will suggest modifications in procedures, premises, training or supervision.

COMPLETION OF ACCIDENT REPORT FORM
18. After taking actions 6 – 9 the investigating officer should complete a report form in accordance with the guidance below:
(a) the description of the accident and the findings made by the investigating officer should be recorded in a clear and concise manner so as to give an accurate picture of the accident as possible;

(b) to prevent recurrence the report should indicate any action taken or proposed.  For accidents on non-MT4Uth premises the action taken or proposed by the establishment concerned should be entered where it is recorded;

(c) the record completed by the manager or officer in charge should include comments of the injured person as well as the findings and action taken or proposed to prevent a recurrence.  On completion the manager / officer in charge should sign and date the form.

Music Theatre 4 Youth (MT4Uth)

Report of Accident / Incident

PART 1 – About the Person

1.
Name

……………………………………………
2.
DOB

…………………………………………..
3.
SEX

…………………………………………..
4.
Home Address
………………………………………………………………




………………………………………………………………

5.
Date of reporting accident
………../ …………./ …………   Time ………….
6.
Actual date of Accident
………./ …………./ …………
7.
Reason for delay in reporting accident (if any) ……………………………………
…………………………………………………………………………………………………..
PART 2 – Particulars of Accident / Incident

8.
Where did the accident occur ______________________________________
9.
What was being done at the time ___________________________________
___________________________________________________________________
10.
Details on how the accident happened 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
11.
Nature and extent of injury and action taken
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
12.
Did the injured person go to hospital   YES           NO                 (please circle)

13.
If yes, was the stay in hospital more than 24hrs    Yes        No   (please circle) 

PART 3 – General

14.
Remarks by Office Manager / actions to be taken to prevent a recurrence ___________________________________________________________________
______________________________________________________________

____________________________________________________________________________________________________________________________

Signed ……………………………… (Office Manager)  Date: …………………...






