WNAT Incident Reporting Guidance for STAFF related injuries or incidents

Did the incident result in an injury being sustained?

NO YES
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Did the injury result in the death of the member of staff?

NO YES

Is the injury sustained one of the following?

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

e amputations;

e any injury likely to lead to permanent loss of sight or
reduction in sight;

e any crush injury to the head or torso causing damage
to the brain or internal organs;

e serious burns (including scalding), which: — cover
more than 10% of the body; or — cause 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: — leads to hypothermia or heat-induced
illness; or — requires resuscitation or admittance to
hospital for more than 24 hours.

NO YES

Did the injury / Is the injury likely to result in the individual
being away from their normal place of work for a period of
7 consecutive days not including the day of the incident?

NO YES

Submit a minor injury report using the WNAT incident
reporting tool providing as much information as possible on
the incident including when, where, how etc. and injury
sustained. Clearly state MINOR INJURY when submitting
report.
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From Page 1
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Submit a near miss report using the WNAT incident reporting
tool providing information on the incident including where,
when, how etc. Clearly state NEAR MISS when submitting
report.

Where possible obtain additional information such as witness
statements or photographs of the area. Where required the
area may need to be cordoned off to protect evidence.

Submit a RIDDOR report using the WNAT incident reporting
tool providing as much information on the incident as
possible including where, when, how etc. and injury
sustained. Clearly state RIDDOR when submitting report.

The submission of accurate and detailed reports enables tracking and trending of incidents as well as
allowing the requirements of the Reporting of Infectious Diseases and Dangerous Occurrences

Regulations (RIDDOR) to be met. They also aid in providing information to assist internal
investigations to minimize potential insurance claims made against the Trust or School.




WNAT Incident Reporting Guidance for STUDENT / VISITOR related injuries or incidents

Did the incident result in an injury being sustained?

NO YES

Did the injury result in death due to any of the following?

e Afailure in the way a work activity was organised (e.g.
inadequate supervision of a field trip);

e the way equipment or substances were used (e.g. lifts,
machinery, experiments etc); and/or

e the condition of the premises (e.g. poorly maintained
or slippery floors).

NO YES

Was the injury sustained due to any of the following?

e Afailure in the way a work activity was organised (e.g.
inadequate supervision of a field trip);

e the way equipment or substances were used (e.g. lifts,
machinery, experiments etc); and/or

e the condition of the premises (e.g. poorly maintained
or slippery floors)

AND
Did the injury require immediate hospital treatment?

Note — Examination is not classed as treatment

NO YES

Submit a minor injury report using the WNAT incident
reporting tool providing as much information as possible on
the incident including when, where, how etc. and injury
sustained. Clearly state MINOR INJURY when submitting
report.
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Submit a near miss report using the WNAT incident reporting
tool providing information on the incident including where,
when, how etc. Clearly state NEAR MISS when submitting
report.

Where possible obtain additional information such as witness
statements or photographs of the area. Where required the
area may need to be cordoned off to protect evidence.

Submit a RIDDOR report using the WNAT incident reporting
tool providing as much information on the incident as
possible including where, when, how etc. and injury
sustained. Clearly state RIDDOR when submitting report.

The submission of accurate and detailed reports enables tracking and trending of incidents as well as
allowing the requirements of the Reporting of Infectious Diseases and Dangerous Occurrences
Regulations (RIDDOR) to be met. They also aid in providing information to assist internal
investigations to minimize potential insurance claims made against the Trust or School.



