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An accident/incident form should be completed and kept on record with the charity Director and Administrator as soon as possible after the accident / incident. The form asks for details of when the accident / incident occurred, who was involved and any relevant circumstances that may have contributed to it. 

Under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) the charity must report any accident resulting in major injury to Young Star staff and/or participants. Any accident which results in a person being taken directly to hospital must also be reported by the charity. 

Less serious incidents are recorded and will be monitored. Action will be taken if there is an increase in reports, several reports within a short period or reports about the same individual. Action taken may include contacting the police, reviewing the risk assessment and considering further prevention measures, or increased vigilance by Young Star Mentoring staff to prevent a more serious incident occurring. 

See below for form. Copies should be taken on any excursion. 

ACCIDENT/INCIDENT REPORT FORM
This form is to be completed by staff where an accident results in a person being injured, however minor the injury. If the person involved has suffered a major injury or is taken to hospital then contact the appropriate person(s) immediately.

Details of person involved in the accident or incident (complete 1 form for each person)
	Name: 

	Address: 

Postcode: 

	Contact No: 

	Staff: ☐       Participant ☐
If other please specify: (e.g. member of public) 


Description of accident/injury 
	Location of accident /injury (room, building, vehicle, etc.): 

	Date: 

Time: 

	Details of how accident occurred with cause if known: 



	Details of all injuries suffered by the person involved: 



	List any actions that could be put in place to stop this accident occurring again: 



	Name:                                                               Position:

	Signature: 

	Date: 



Description of incident (eg theft, damage to property, verbal abuse, equipment failure, threats of violence, drug/alcohol misuse)

	Location of incident: 

	Date: 

Time: 

	Details of how incident occurred if known: 



	Names of all people involved: 


	List any actions that could be put in place to stop this occurring again: 



	Name:                                                                Position:

	Signature: 

	Date: 


Young Star Mentoring has a responsibility to report all accidents or incidents resulting in injury and/or non-injury which are associated with any Young Star Mentoring participant. This includes physical attacks, serious or persistent threats and verbal abuse, damage to property, drug/alcohol misuse, theft, equipment failure, self harm, absconding etc. 





Policy Aim:


To provide a framework for the management and recording of incidents/accidents that occur during a Young Star activity whether involving staff/volunteers or Young Star adult/child user.





To ensure compliance with RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995)


Monitoring


This policy will be reviewed annually by the charity administrator and revisions recommended to the organisations Executive Director.  This policy may also be reviewed in the following circumstances:


Changes in legislation or government guidance


Where new learning and/or gaps have been identified that require a review


As required by the Charity Commission








