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The Directorate for the Student Experience
Residential Services
Procedure for Scanning and Emailing Accident/Incident Forms
In line with our accident/incident reporting process (see appendix A), Health and Safety Services need to receive completed accident/incident forms within 3 actual days. The ultimate aim of this procedure is to reduce the time it takes for accident/incident forms to reach Health and Safety Services, so that any necessary action can be taken as soon as possible. 
This procedure outlines how the local Campus Safety Adviser (or equivalent) will complete this task:
1. As soon as you have a completed accident/incident form - scan the document to your computer. The accident/incident form may either have been completed by you, or handed to you by someone else.

2. Save the scanned document in your campus folder by year (calendar year not academic year), which can be accessed at S:\Hall Admin and Domestic Services\Accident Notification Forms

3. Save the document using the surname of the injured person and date of the accident/incident (ie. Brown 16.02.2014).

4. Email safetyservices@manchester.ac.uk attaching the accident/incident form. The attached documents don’t need to be encrypted or password protected.

5. Add the accident/incident to the Health and Safety Committee template that is in the folder so that the information is populated for your local Health and Safety Committee.

6. [bookmark: _GoBack]The hard copy of the accident/incident form should be shredded (ensuring that the scanned copy is readable before you shred the hard copy), and the electronic copies kept for 4 years after which time the folders on the shared drive can be deleted by year.

Scanners are available as follows, with backup to cover annual leave etc:
City Campus
· Janet Donaldson, Wright Robinson (Alan Ashcroft as backup)

Fallowfield Campus
· Karen Griffiths, Oak House (Nikki Kyne as backup)

Victoria Park
· Dalton-Ellis: Joan Cleary (Sandra Murray as backup)
· Hulme: Sandra Murray (Joan Cleary as backup)

Follow up Accident Investigation
Follow up accident investigation forms should be sent to the Directorate Health and Safety Officer (Louise Neilson). This can be done in either paper format or electronically. If you send a paper copy please ensure that you keep a copy for your records. If you wish to send them electronically, please use the same format as above, but the document should be saved using the surname of the injured person, the date of the accident/incident and the word ‘investigation’ (ie. Brown 16.02.2014 Investigation).

First Aid Forms
First Aid forms are sent to Janet Makin to be recorded. There are not the same legal requirements to report first aid incidents to the authorities that apply to certain accidents/incidents, so first aid forms do not need to be forwarded to Janet Makin within the same 3 day timescale as accident/incident forms. However, if first aid is administered as a result of an accident/incident, the first aid form can also act as an accident notification form and be sent to Janet Makin as well as Margaret Sharkey and Patrick Seechurn (but this would need to take place within the 3 day timescale). 
First aid forms should be scanned and saved in the same way as accident/incident notification forms, but should be saved using the surname of the person who received the first aid, the date the first aid was administered, and the words ‘first aid’ (ie. Brown 16.02.2014 First Aid).



Accident/Incident Reporting Process								            Appendix A
Accident / Incident Occurs

Notify Manager/Supervisor as soon as possible and Safety Services if serious
Further Medical Treatment Required
NO
NO
Complete an Accident Notification Form and send to Safety Services as soon as possible but within 3 days (this should be sent to Campus Safety Advisers in Residences who will send to Safety Services)
Is the injured person absent from work for more than 7 consecutive days as a result of the injury
YES
Upon return to work undertake a thorough accident investigation within 10 days and send to DSE Health and Safety Officer
Inform Safety Services as RIDDOR reportable
YES
Call a First Aider or Security
Further Medical Treatment Required
YES
 Call the Emergency Services for medical assistance and inform Security
NO
Accidents and any resulting actions are reported to both local and DSE Health and Safety Committee’s
Implement any necessary control measures to prevent the incident occurring again
Send a copy to your local Safety Adviser
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