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I > Accident or Near Miss Occurs (Work Related Incident)
I

e > Ensure that first aid / medical assistance is provided as necessary
> Make sure that the area / situation is made safe
For property issues, or where the emergency services have been called,
contact the Building Manager and/or Facilities 01296 382310

(Serious Incidents should be immediately reported to the H&S Team by calling

\ 01296 674412 and to your Service Director)
( » Gather relevant information such as,

© The injured persons details, and th
*  What happened and why
«  Did anyone witness the accident

\_ © Was any equipment involved, etc

> Complete an incident report form
Forms can be downloaded from BucksNet

> Send the completed Incident Report Form to an accident reporter
for your service for uploading onto AssessNet (Accident Reporting System).
Alist of accident reporters for each service is available on BucksNet

I
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> Investigate the cause of the accident and complete an Investigation Report

An Investigation report form (which includes prompts of items to consider
during your investigation) is available to download from BucksNet

> Where necessary put measures in place to prevent a reoccurrence of
the incident and share any lessons learned

> Send the completed Investigation Report Form to an accident reporter
for your service for uploading to the relevant record

> If the injured person (employee) has been off work because of the
incident, ensure that you notify your accident reporter when the employee

returns to work, so that the AssessNet record can be updated accordingly.
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