
Accident / Injury - Incident / Near Miss
& Investigation Reporting Flowchart

Accident or Incident Occurs
Operational Line Manager

collates the relevant information

Over 7 day’s absence from work?

Or

3rd party taken directly to hospital and receives
treatment?

Or

Dangerous Occurrence

What
Happened?

Accident / Injury
Or

Incident / Near Miss automatically recorded on central
database.

Electronic Investigation record
completed, where appropriate by
Operational Line Manager, Head
Teacher and submitted to HSW Email
Account via YourHR.

Electronic Investigation record and
relevant E form completed by
Operational Line Manager, Head
Teacher and submitted to HSW Account
as soon as possible.

Accident
/ Injury

Incident /
Near
Miss

Quarterly reports produced by Health & Safety
Coordinators for Directorate Health & Safety
Committee and SMT.

Quarterly reports produced by HSW Team for
Corporate Health & Safety Committee

SMT and Health & Safety Committees to discuss
reports and trends and respond to investigation
findings?

End

E forms reviewed by HSW Team.
Feedback will be provided to Operational
Line Manager / Head Teacher where
appropriate.

Operational Line Managers to feedback
findings and remedial actions to

employees and Management to prevent
reoccurrence.

No Injury

Operational Line Manager or Nominated
Employee completes E Form - Incident /
Near Miss Report and submits to HSW
Email Account via Your HR

Less than 7 day absence Injury to Employee

Or

3rd Party not requiring hospital treatment.

Investigation record completed by
Operational Line Manager or Head
Teacher in conjunction with HSW Team

HSE RIDDOR report submitted by HSW
Team.

Potential action from HSE:
HSE investigation?
HSE enforcement?
Fee for Intervention?

Operational Line Manager completes E
Form – Accident / Injury and submits to
HSW Email Account via YourHR.


