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Purpose
The primary aim of incident reporting i.e., the reporting of both accidents and near misses in the University, is to identify the causes and prevent the recurrence of such events.  This includes the reporting of potential hazards.  In accordance with the 2005 Act and the Safety, Health and Welfare at Work (Reporting of Accidents and Dangerous Occurrences) Regulations 2016, employees have a duty to co-operate with their employers on health and safety matters, including the reporting of incidents.

An incident can be defined as an occurrence, condition, or situation arising in the course of work that resulted in or could have resulted in injuries, illnesses, damage to health, or fatalities.  Incident includes an accident or near miss.
An accident is defined by the HSA as an unplanned event resulting in death or resulting in an injury such as a severe sprain or strain (for example, manual handling injuries), a laceration, a broken bone, concussion or unconsciousness.
A near miss is defined as an “unplanned event with the potential to cause injury or ill-health”.  Near misses cover a range of very serious to more minor events which could have been an accident except for some factor(s) prevented actual injury/ ill health.
A Dangerous Occurrence is defined by the 2005 Safety at work act as an occurrence arising from work activities in a place of work that cause or results in:- 
The collapse, overturning, failure, explosion, bursting, electrical short circuit discharge or overload, or malfunction of any work equipment.
The collapse or partial collapse of any building or structure under	construction or in use as a place of work.
The uncontrolled or accidental release, the escape or the ignition of any substance.
A fire involving any substance, or 
Any unintentional ignition or explosion of explosives, as may be prescribed. 
The prescribed dangerous occurrences which must be reported to the HSA are listed in Schedule 15 of the Accident Reporting Regulations 2007 (2016 amendment) as defined by the Safety, Health and Welfare at Work (General Application) Regulations 2007 (2016 amendment).  These are reported by the Health & Safety Office.

Description
2.1 Incident Reporting Process (Summarised in Figure 1 below.)
The University of Galway Initial Incident Form is to be used to report all accidents, near misses and identified hazard with 24 hours (1 working day) which occur on University of Galway premises or as a result of University work activities elsewhere. All sections of the form are to be completed other than those that are not applicable in the particular case - mark these sections ("N/A").  This incident form is also to be used to report hazards.
Following review of this Initial Incident Form by the Health and Safety Office, in the case of an accident, the Safety Coordinator in the relevant Unit is contacted to investigate and complete the University Accident Report Form. The Safety Coordinator does this on behalf of the Head of Unit who must sign the form. The completed Accident Report Form is then sent by the Unit Safety Coordinator to the University’s Health and Safety Office within 1 working day of the accident’s occurrence/the Unit being notified (whichever is the earliest time the Unit is aware of the accident). 
When an accident occurs in a common area e.g. in a corridor or on University grounds, it is generally referred to Buildings & Estates to investigate as typically it is related to Buildings & Estates functions.
Because “non-injuring accidents” or what are commonly known as “near misses” are very good indicators of potential accidents in the workplace these too need to be investigated and recorded. The Initial Incident Form is to be used to report the near miss.  Where further details are required, the Unit Safety Coordinator will be asked to complete the University of Galway Accident Report Form to report the near miss (except that the last two sections Details of the Injury/Outcome of the Accident are not applicable).  In line with University of Galway values of openness and respect, staff, students and members of the public are encouraged to report all incidences especially near misses without fear of adverse consequences.
Contractors and other non-University of Galway employees must complete their own employer’s accident report form and send on a copy to the University of Galway Health and Safety Office in the event of an accident to them that is associated with University of Galway premises or activities. In the event of the contractors not having their own report form, they should complete the University of Galway form. However, this is for University of Galway purposes only. The employer of such contractors or other non-University of Galway employees has their own employer’s responsibilities on accident investigating and reporting that they must comply with e.g. reporting the accident to the HSA where required.   In addition, on the completion of the contracted work and/or before leaving site, the contractors should be asked to confirm that there was/were no accidents/incident for the duration of their period onsite.
2.2 Investigation 
All incidents are to be investigated promptly by the Head of the relevant Unit and Safety Coordinator with the objective of determining the root causes of the incident and implementing the appropriate controls required to prevent their recurrence. Therefore, the Head of Unit must ensure that all staff and students that they are responsible for, are aware of the incident reporting procedure and of their duty to use it. Heads of Units must ensure that within their Unit there is a Safety Coordinator in place who is familiar with the University of Galway Accident Report Form and its completion and has completed the relevant Incident Investigation Training (refresher every 3 years). The initial incident investigation should be made by the person immediately in charge of the work (PI or Line Manager). Commensurately senior staff within the Unit should investigate the more serious incidents and the University Health and Safety Officer, the local Safety Representative or other relevant party should also be included in any high-level investigations. 
In order that the investigation is carried out properly it is necessary that: 
Heads of Units must ensure that investigators are appropriately trained. 
Where there are reasonably practicable measures which can be taken to prevent the incident recurring, Heads of Units have a duty to ensure that these are implemented and subsequently checked to monitor their effectiveness; 
The Unit and employees concerned, including the casualty and witnesses, must be involved and co-operate fully in the incident investigation; 
Witness statements should be recorded and annotated as soon as is practical after the incident. Photographs and videos are also useful in establishing an accurate record;
The investigation must also include a review of the relevant risk assessment(s) and Unit Safety Statement, to ensure that they are current and reflect best practice; 
A copy of any report arising from the investigation will be forwarded by the Health & Safety Office to appropriate parties/personnel, particularly so that the recommendations made will be applied in other relevant Units. 
At the University Safety Working Group a summary of the incidents is provided for the information of the Safety Representatives and other members and is confirmed to the UMT Safety Committee and Údarás na hOllscoile. 
2.3 Escalation 
On notification of any serious or significant incident, the Health and Safety Office will inform the Head of Compliance/Director of Safety immediately. In the case of a fatality or major accident, the University Authorities must immediately inform the Health and Safety Authority (by phone or e-mail), and the scene of the accident is to be secured and not to be disturbed, except where action is necessary for securing the safety of any person(s). 
The University of Galway Health and Safety Office reports on the following accidents and dangerous occurrences to the Health and Safety Authority as required by the above regulations: 
A work accident causing the death of an employee; 
A work accident that prevents an employee from working for more than three consecutive days (including non-working days) but not including the day of the accident; 
An accident caused by a work activity which causes the death of, or requires medical treatment to, a person who is not an employee;  
A scheduled dangerous occurrence, as listed in Schedule 15 of the [Safety, Health and Welfare at Work (General Application) (Amendment)(No. 3) 2016]. 
2.4 Remedial Actions 
Following the investigation of any incident within a Unit, it should be determined what were the root causes and what remedial actions are needed to prevent their recurrence. Interim safety measures may also be needed to ensure the safety of personnel in the interim e.g. the relevant machine cannot be used until the investigation has been completed and it should be tagged off and made unusable in the meantime. Any remedial actions identified need to be specific, assigned to the relevant staff member, given a date for completion and any necessary resources allocated. 
2.5 Review 
As part of the incident review within a month of the incident, it should be followed up by the Head of Unit to ensure that the remedial actions are being appropriately addressed and that the casualty has been appropriately involved in the accident follow-up process. This is to include completing a lessons learned process for any serious incident and the findings to be recorded and implemented.

3.0 Persons Responsible 
	Name
	Responsibility 

	Chief Operating Officer
	Policy Owner
To provide anonymised summaries of incidents to the UMT and Governing Authority. 



	Heads of Units or Principal Investigators 
	To ensure the reporting of incidents, that they are fully and appropriately investigated and that all necessary preventive measures are implemented including the revision of risk assessments, etc.


	Buildings & Estates 
	To ensure the reporting of incidents in the areas they are responsible for including infrastructure, that these are fully and appropriately investigated and that all necessary preventive measures are implemented including the revision of risk assessments, etc.


	Health and Safety Officer
	To coordinate the incident reporting processes.  
To provide anonymised summaries of incidents to the SWG. Governing Authority, UMT. 
To promote learnings across Units and demonstrate transparency.


	All Staff and students
	To report incident and hazards that they become aware of.  This is an employee duty under the 2005 Act.
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