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Accident Reporting Policy and Procedures for Supported
Living

Summary This policy covers reporting and recording
procedures for managers, employees and non-
employees. Suitable information and training will be
given to all personnel regarding accident reporting.
Care Quality Support will analyse and learn from
these incidents/ accidents to minimise future risks
and share continuous improvement strategies.

Scope All Staff and Stakeholders
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Policy Statement

This policy outlines the procedures when any employee, volunteer,
service user, or visitor to the agency or contractor has an accident,
near miss or when a dangerous occurrence occurs on agency premises
or as a result of work-related activities.
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For this policy, the following definitions apply.

* An accident is an unplanned event that causes injury to persons,
damage to property or a combination of both.

e A near miss is an incident that could have caused an accident or
injury, but in the event did not — near misses may be warning
signs of problems and should be reported and recorded so that
proactive action can be taken to investigate the causes and
prevent a more serious accident from occurring.

 Work-related activities include any activities that are related to
the provision of care.

This policy covers reporting and recording procedures for managers,
employees and non-employees. Suitable information and training will
be given to all personnel regarding accident reporting.

Care Quality Support recognises that keeping records of accidents
and safety incidents at work is required by law and is an important
part of any health and safety risk management process. The analysis
of comprehensive accident records is a valuable management tool
that can be used to aid risk assessment and put in place safety
actions to prevent accidents in the future.

Care Quality Support may choose to use the Accident Book-
B1510 that can be obtained on line or may choose to create our own
recording methods that comply with the legislation.

EQUALITY AND HUMAN RIGHTS
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Care Quality Support recognises that some sections of our
society experience prejudice and discrimination. The Equality Act
(2010) specifically recognises the protected characteristics of age,
disability, gender, race, religion or belief, sexual orientation, and
transgender status.

The Equality Act also requires regard to socio-economic factors,
including pregnancy /maternity and marriage/civil partnership.Care
Quality Support is committed to equality of opportunity and anti-
discriminatory practice both in the provision of services and in our
role as an employer.Care Quality Support believes that all people
have the right to be treated with dignity and respect, and is
committed to the elimination of unfair and unlawful discriminatory
practices.Care Quality Support is also aware of its legal duties
under the Human Rights Act (1998). Section 6 of the Human Rights
Act requires organisations to uphold and promote Human Rights in
everything they do. It is unlawful for an organisation to perform any
act which contravenes the Human Rights Act.Care Quality
Support is committed to carrying out its functions and service
delivery in line with the Human Rights approach and the FREDA
principles of Fairness, Respect, Equality, Dignity, and Autonomy.

Key Lines of Enquiries and Quality Statement to meet Accident
and Incident Management Policy and Procedures

KEY Key lines of Enquiry Quality Statement
QUESTION
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El: Are people’s needs
and choices assessed, and
care, treatment and
support delivered in line
with current legislation,
standards, and evidence-
based guidance to achieve
effective outcomes?

E2: How does the service
make sure that staff have
the skills, knowledge, and
experience to deliver
effective care and support?

R2: How do people receive
personalised care that is
responsive to their needs?

S3: How does the service
make sure that there are
sufficient numbers of
suitable staff to support
people to stay safe and
meet their needs?
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QSE1: Assessing
needs

QSE?2: Delivering
evidence-based care
& treatment

QES2:Delivering
evidence-based care
& treatment

QSE3:How staff,
teams & services
work together

QSR4: Listening to
and involving people

QSS6: Safe and
effective staffing
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QSWS5:Governance,
management and
sustainability

Well-led W2: Does the governance
framework ensure that
responsibilities are clear
and that quality
performance, risks and
regulatory requirements
are understood and
managed?

Legal Considerations

Health and Safety at Work Act (1974)

Civil Contingencies Act (2004)

Health and Social Care Act (2014)

The Health and Social Care Act (2008) (Regulated Activities)
(Amendment) Regulations (2012)

Policy

Care Quality Support complies with the requirements of the Health
and Social Care Act (2014) (Regulated Activities) Regulations (2014)
with respect of service user care, particularly 12: Safe Care and
Treatment and the following regulations relating to accident
management, reporting and investigation.

e It is a requirement of the Social Security (Claims and Payments)
Regulations (1979), as amended, that organisations with 10 or
more employees must keep records of all workplace accidents
resulting in personal injury in an appropriate accident book.
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e Reporting certain types of serious work-related accidents to the
Health and Safety Executive (HSE) is a legal requirement under
the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations (2013) (R.I.D.D.O.R).

e The Safety Representatives and Safety Committees Regulations
(1977) require an employer to inform any appointed union safety
representative of a notifiable accident to allow them to conduct
an investigation.

e under Regulation 18 of the Care Commission (Registration)
Regulations (as amended in 2015) “Notification of Other
Incidents” trigger a formal requirement to exercise a duty of
candour as defined in Regulation 20 of the Health and Social Care
Act (2008) (Regulated Activities) Regulations (2014).

Procedure

At Care Quality Support, the following policies and procedures will
apply.

Accidents to Employees or People we support/Service
Users

* Incidents and accidents must be managed in an appropriate
manner to contain and eliminate any danger and minimise risk —
all incidents or accidents occurring in a service user’'s home, or
while a homeworker is travelling to or from a service user’s
home, should be immediately reported by telephone to the duty
manager in charge.

e QOut-of-office-hours accidents should be reported to the “On-Call”
Manager. This must be done at the first opportunity following the
accident/incident.

e Care Quality Support More serious accidents in the offices or
the homes of service users may require urgent remedial action
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and must be escalated to the senior management as required.

e Immediate first-aid or emergency medical treatment should be
sought and applied where there are injuries — where necessary,
an ambulance should be called.

e Care Quality Support Where necessary, in the event of an
emergency, ’'s crisis management and business continuity
procedures will be put into action by the person in charge and will
be signed off by the Registered Manager or whoever is authorised
to do so.

e Suitable training will be provided to managers and staff in dealing
with accidents and emergencies, including how to respond to
incidents and accidents in service users’ homes.

e Care Quality Support First aiders will be nominated and trained
in compliance with first-aid policies.

e If the incident/ Accident involves a service user, the Duty of
Candour Policy may be referred to where applicable.

ACCIDENT REPORTING

Accident book reports

e Care Quality Support’s staff or volunteers must report any
accidents, incidents or near misses immediately after they
happen or are discovered, no matter how minor they are or who
they involve — care staff working in people’s homes should
report what happened to their duty manager or supervisor.

e Each person we support has their accident book in their home.
The employee accident book is held centrally at the office and
must be completed as soon as reasonably possible.

e In general, minor accidents, incidents or near misses will be
recorded and reviewed as part of routine health and safety
procedures — this will usually involve the accident, incident or
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near miss being recorded in the accident book through

submission of an accident/incident form.

e Care Quality Support may choose to create our recording

methods that comply with the legislation.

e The accident book should be used to record the following

information:

Date of the incident: Time of the incident:

Full name and address of the person or persons affected:

The person completing the entry (if different from above)

The occupation(s) of the person(s) affected

A place where the accident or near miss occurred

Injuries caused and action taken.
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A brief but clear description of the circumstances and sequence
of events.

e Care Quality SupportAt , the accident book comprises
accident/incident forms which are completed by the person
involved in an accident or incident or by a witness — all forms are
designed to comply with data protection law.

e Aside from informing the duty manager and making a report,
staff must maintain strict confidentiality relating to the details of
any accident or incident.

e Managers will be responsible for assisting contractors, agency
staff and service users/relatives in complying with the
organisation’s health and safety/accident reporting policies and
procedures.

e Minor injuries e.g., a small cut which stops bleeding quickly may
be treated by appropriate first aid actions and an accident form
completed. Any injuries to a person we support must be
documented in their records.

Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 2013 (R.1.D.D.O.R)

(R.1.D.D.O.R) reports

e Any serious accident or emergency incident which may require
notification under the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations (2013) (R.[.D.D.O.R) must be
immediately escalated to senior management.
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Specified injuries to workers

The list of ‘specified injuries’ in R.I.D.D.O.R (2013) replaces the
previous list of ‘major injuries’ in R.I.D.D.O.R (1995). Specified injuries
are (regulation 4):

e fractures, other than to fingers, thumbs, and toes

e accidents to staff causing incapacity of more than seven days,
not counting the day on which the accident happened

e injuries to members of the public or people who are not at work if
they are injured through a work-related accident and are taken
from the scene of the accident to a hospital for treatment of that
injury.

e certain diseases and medical conditions- Reporting diseases and
medical conditions

Reports should be made of diseases and medical conditions listed in
(R.1.D.D.O.R). Examples include:

1. cramp of the hand or forearm due to repetitive movements, or
carpal tunnel syndrome

. Occupational dermatitis

. Occupational asthma

. Hand-arm vibration syndrome

. Tendonitis or tenosynovitis of the hand or forearm

. Any occupational cancer

. Any disease attributed to an occupational exposure to a
biological agent.

8. Refer to the regulations for the full list, many of which are

industry-specific.

N o U b WN

e amputations
e any injury likely to lead to permanent loss of sight or reduction in
sight
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e any crush injury to the head or torso causing damage to the brain
or internal organs
e certain dangerous occurrences, including acts of physical
violence against home care staff
e serious burns (including scalding) which:
o covers more than 10% of the body
o causes significant damage to the eyes, respiratory system,
or other vital organs
e any scalping requiring hospital treatment
e any loss of consciousness caused by head injury or asphyxia
e any other injury arising from working in an enclosed space,
which:
o |eads to hypothermia or heat-induced illness
o requires resuscitation or admittance to hospital for more
than 24 hours

The responsible person

Who is the “responsible person” under (R.I.D.D.O.R) varies according
to the type of incident and the identity of the injured person.

The following table from HSG220 helps to identify who the designated
responsible person may be:

Reportable Injured person Responsible person
incident

Death, specified An employee at The person’s employer
injury, over-seven- work

day injury or case

of disease
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Death, specified
injury or over-
seven-day injury

Specified injury,
over seven-day
injury or case of
disease

Death or injury
requiring removal
to hospital for

treatment (or major
injury occurring at a

hospital)

Dangerous
occurrence

Policy & Procedures

A self-employed
person at work on
premises under
the control of
someone else

A self-employed
person at work in
premises under
their control

A person not at
work (but affected
by the work of
someone else),
e.g., a service
user, volunteer, or
visitor
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The person in control of
the premises

The self-employed
person or someone
acting on their behalf

The person in control of
the premises, or the
domestic premises the
employer in control of
the work activity

The person in control of
the premises where (or
in connection with the
work at which) the
dangerous occurrence
happened

e (R.1.D.D.O.R) reports should be made by a senior manager using
the appropriate online form on the HSE website or, in the case of
death or serious injury, by phone immediately to the HSE
reporting centre on 0845 300 9923.
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e If an incident results in over seven consecutive days of incapacity
for work, it should be reported online under (R.I.D.D.O.R) within
15 days.

e Copies of (R.I.D.D.O.R) reports should be kept with the accident
book.

Accident investigation

e All accidents, incidents, dangerous occurrences and/or near
misses occurring on premises which are the responsibility of the
organisation, or occur in the homes of service users in connection
with the work activities of the organisation, should be
investigated.

e Care Quality Support Investigations should be conducted or
led by a suitably trained manager.

e Investigations should be proportionate to the severity of the
accident or incident, the degree of risk and the scale of harm —
investigations into serious incidents should result in a formal
report to the senior management of the agency.

e Appropriate people should be involved in the investigation — this
should include outside experts/contractors as required.

e The objectives of any accident investigation should be to
determine the sequence of events leading to the accident and
establish any unsafe acts and/or unsafe conditions within this
sequence that were the direct causes of the accident.

e Appropriate action should be taken by the management of the
agency following an accident investigation — risk assessments
should be reviewed and any learning from the investigation
applied to prevent recurrence and maximise safety in the future.

e Investigations should be conducted in full collaboration with
workforce representatives.

e Care Quality Support will provide full access and co-operation
where an HSE inspector or an inspector from a relevant
regulatory body pursue their own investigation.
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Reviewing accident/incident records

e Care Quality Support Accident records should be regularly
reviewed by the senior management to ascertain the nature of
incidents that have occurred and to identify any accident
patterns or trends.

e The review, which should be conducted with staff safety
representatives, should be in addition to any individual
investigation of the circumstances surrounding any incident.

Care Quality Commission
Notifications Procedures

Care Quality Support will comply with the requirements of the
respective regulations to notify the CQC of any accident that has
resulted in serious injury to or death of a service user, and related to
its statutory Duty of Candour.

TRAINING

Staff are given training in the service’s accident reporting procedures
in their induction and refresher training as needed.

Policy Review

As part of its monitoring of safety and risk assessment this policy will
be subject to periodic review by the senior management of Care
Quality Support.
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ASSOCIATED DOCUMENTS AND
REFERENCES

The following HSE guidance will be followed:

e Action Against Medical Accidents

e INDG453 Reporting Accidents and Incidents at Work. A Brief
Guide to the Reporting of Injuries, Diseases and Dangerous
Occurrences Reqgulations (2013) (RIDDOR)

e HSG245 /nvestigating Accidents and Incidents: A Workbook for
Employers, Unions, Safety Representatives and Safety
Professionals

e Duty of Candour Policy and Procedure- Care Quality Support

e HSIS1 (rev3)_Reporting _Injuries, Diseases and Dangerous
Occurrences in Health and Social Care.

e Care Quality Commission (Registration) Regulations (2009)

e Control of Substances Hazardous to Health Regulations (2002)

e Health and Safety (First Aid) Regulations (1981)

e Health and Safety (Miscellaneous Amendments) (2002)

e Management of Health and Safety at Work Regulations (1999)

e The Manual Handling Operations Regulations (1992)

* The Regulatory Reform (Fire Safety) Order (2005)

e Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations (2013) (R.1.D.D.O.R)

e Social Security (Claims and Payments) Regulations (1979)

Getting Help

If you require any help with any matters relating to this policy
and procedure, please speak to your line manager or Senior
manager.
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It is the responsibility of every member of staff to ensure that
they are working within this policy and keep up to date with
policy changes that may affect their practice at work.

Forms to be used with this policy:

ACCIDENT REPORT FORM
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