Procedure 3 - Reporting Accidents.

3.1
In the event of an accident, the following procedure will be carried out:

	· Make a record on two Accident Forms for all accidents.

	· Safely retain one copy of the form in the incident.

	· Forward 1 copy to designated person for record keeping/action required.


3.2.
In the event of a more serious accident:

	· Make contact with parents.

	· Contact emergency services/GP if required.

	· Record in detail all facts surrounding the accident, witnesses etc.

	· If someone is taken to hospital then a RIDDOR report
 is required.


3.3.
The appropriate BOF Accident Report Form should be used. 














































� RIDDOR – Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995.
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