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1 INTRODUCTION

Incident investigationis animportant elementwithin the University's overall health and safety
managementsystem. Theinitial response to incidents may focus onimmediate concerns, such as
providing firstaid and making the scene safe. However, itis oftenimportant to investigate further -
to understand how and why incidents happen, to improve risk management and prevent the
recurrence of similar ormore serious events, to prevent unfair accusations, and to comply with the
University's legal duties. Decisions onthe extentand thoroughness of investigation should notbe
determined simply by the injury orillhealth actually suffered, but also by the potential
consequences from, and the likelihood of, afuture similar occurrence.

Forincidents to beinvestigated properly the University mustbe notified about the incident.
Therefore, arrangements exist for staff, students and others to notify the University ofincidents
and forthemto be allocated to trainedinvestigators for further enquiries, and investigation where
appropriate. This Code of Practice sets outwhat arrangements Schools/Functions should
establish to ensure incidents are notified to the University andinvestigated appropriately,

2 SCOPEAND APPLICATION

This Code of Practice applies to incidents with health or safety implications or consequences,
arising from orinvolving University of Reading (UoR) work activities, equipment or materials, or
thoseunder UoR's control, onthe followingpremises: UoR campuses (including the Henley
campus and the Sportspark), Bulmershe Pavilion, the UoR Boat House, Sonningand Hall Farm s and
non-tenanted areas of TVSP. It applies to road trafficincidents involving staff or students when
travelling forwork or study, to or between UoR premises, unless that travel is commuting from
home to work or from home to study. It applies when undertaking study trips or fieldwork away
from UoR premises and during work-related international travel. In all cases, incidents mustbe
notified to Health and Safety Services (H&S Services) as soon as reasonably possible.

This Code of Practice applies to incidents with the potential to cause health and safety
consequences to humans or the environment.

This Code of Practice does notapply to work activities or premises under the control of
commercial or private tenants of UoR or within the Reading University Students Union building,
unlesstheincidents involve UoR staff undertaking workactivities on behalf of the UoR. It does not
apply to construction sites on UoR land which are under the control of a Principal Contractor. It
doesnotapply to the University of Reading Malaysia, where separate local arrangements have
been established.
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3 DEFINITIONS

Incidents. Are events where there has beenaloss of controlto create unsafe acts or conditions.
Thisincludes near-miss, accidents (see below), dangerous occurrence, fire, and violence or
aggressive behaviour atwork.

Near-miss. Anevent that could have resulted in an accident but no actual harm was received.

Accident. Anunplanned eventthatresults in harm:injury, losttime fromwork or studiesby injuries,
wherefirstaid is used oranambulance call-out has beenrequired, sportinginjuries on UoR
premises, injury while on fieldwork/fieldtrip or overseas, or occupational diseases/work-relatedill
health, or non-work-relatedill health that requires assistance for the individual completing UoR
related activities. These mayinclude RIDDOR-specified incidents.

Dangerous occurrence. Thisis aloss of material containment, loss of controlor otherincident with
a high potential to cause significantinjury, loss of life, or damage to property or the environment.
These willlikely include RIDDOR-specifiedincidents.

RIDDOR. The Reporting of Injuries, Diseases and Dangerous Occurrence Regulations 2013. This
includes specifiedinjuries, certain occupational diseases/work-relatedill health thatis confirmed
by a physician, also specified dangerous occurrences. A list of the main RIDDOR incident typesis
givenin Appendix A.

Investigation recommendations are born out of the investigation process with purposeto reduce
the likelihood ofincident reoccurrence and the severity of reoccurrence. The actions should be
clearly defined by specifiedindividuals and prioritised based on the significance of the risk
reduction outcomes.

4 RESPONSIBILITIES

All staff and students are responsiblefor notifying the University of health and safety incidents
involving staff/students/visitors using the online notification system, and also informing
managers/academic supervisors or others as appropriate.

Heads of School/Function are responsible for ensuring that staff and students understandhowto
notify the University of anincident using the online notification system. Heads of
Schools/Functionsmustensure that a Health and Safety Coordinator (HSC)is appointed for
undertakingincidentinvestigations, and that any changes to that appointmentare communicated
promptly to H&S Services.

HSCsareresponsible for undertakinginitial enquiries and alerting H&S Services if anincident may
be a RIDDOR-reportable event. HSCs are responsible for considering if aninvestigationis
appropriate, and investigating the incident. They must communicate their findings and
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recommendations to those best-placed to action them to makeimprovement, and HSCs must
communicate theirinvestigation findings and recommendationsto their H&S Services Liaison
Adviser (LA)within 14 days of receiving the incident allocation. HSCs are responsible for managing
any sensitive personal information in accordance with the University's rules on data security and
protection.

H&S Servicesisresponsible for ensuring HSCs have access to incidentinvestigation training as
soonas reasonably possible following their appointment. H&S Services allocates incidents to
HSCs forinvestigation, and LAs will offeradvice and support to HSCs during their investigations.
H&S Servicesis responsible for decidingwhichincidents the University is legally required to report
and submitting the University's RIDDOR or other reports to the relevant enforcing agency. H&S
Services providesinformationto supportLegal Services, Procurementand the University's
insurersinrespondingto legal claims. Where the University's Major Incident Planiis activated
followingahealth and safety incident, H&S Services is responsible for liaisingwith the MIT on
progressing any health and safety investigation. H&S Servicesis responsible for maintaining the
central database of incidentinvestigationinformation.

Human Resources is responsible forliaising with Trade Union Safety Representatives carrying out
inspections following a RIDDOR-reportable incident.

5 REQUIREMENTS

5.1 Reporting

5.1.1 ReportinginGeneral

Allincidents involving staff/students/visitorsinvolved in UoR controlled activities must be notified
to H&S Services by the online notification system as soon as reasonably possible. Incidents can be
reported by anyone, butindividuals directly involved are stronglyencouraged to notify with good
detailto initiate an appropriate response. Where individuals have sustained loss of time from work
orstudy due to injury or work-relatedill health, notificationmust take place in their absence by
their manager/academic supervisor, alternatively colleagues or next of kin. In all cases, if the online
system cannotbe used, a template word document form can be made available from
safety@reading.ac.uk. Incidents may additionally be communicated locally to HSCs for prompt
information sharing to ensure the immediate situationis safe and to gather any time sensitive
information for subsequentinvestigation purposes (for example spillages, damaged equipment).
Any serious incidents should be communicated to the Head of School/Function and H&S Services
immediately (extn. 8888).

5.1.2 ReportingforPeripatetic Workers, Evening Classes, Events

Incidents involving peripatetic staff who routinely workin many different areas of the University
(maintenance staff, cleaners, porters, delivery drivers, etc) should be notified to H&S Services but
also reportedto theirmanagers. Managers of peripatetic staff should, if necessary, communicate
directly with other staff ormanagers, Estates orlocal HSCs (using the publishedlist) if there are
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any uncontrolled hazards (for example wet floors or damaged equipment) needing immediate
remedial action to make the situation safe.

Incidents during evening classes should bereported, as appropriate, to Security and then notified
to H&S Services by the individual in charge of the class. Thisincludes butis notlimitedto any
incidents of fire, the use of firstaid orambulance call out, orincidents involving the damage or
failure of UoR workplace equipment, violent or verbal aggressive behaviour to staff or students,
any dangerous occurrences.

Anyincidents during organised events thatinvolve staff, students ormembers of the publicmust
also be notified to H&S Services (COP-33), either by the event organiser or the event safety
coordinator. This shouldinclude any injuries, serious near-missesor dangerousoccurrences, or
where significant H&S complaints have been made by attendees, contractors, orlocal residents.
Anyremedial action taken shouldbe recorded and reported to the relevant University
departments. Thisincludes H&S Services viathe incidentinvestigation report, but may also include
directly with Estates, Campus Commerce/Events Team/Venue Reading, Marketing
Communication and Engagement, Security (especially for out-of-hours events).

5.1.3 ReportingforInternational Travel

Incidents during overseas travel must be assessed by the travel group leader (orindividual
travelling) for whento stop activities or to leave alocation, following the latest FCO guidance.In an
emergency the leader should contact the University Travel Management Company. Full details of
emergency repatriation, medical assistance and funds are foundin section 5 of the Overseas
Travel COP-38.When safe to do so contact the University Security service (+44 (0)118 378 6300)
who will contact the of Head of School/Function to update them of the situation. Heads should
thenarrange foracolleague to notify theincident to H&S Services as soon as possible.

5.1.4 Reportingfor Agency, Contractor or Self-Employed Workers

Incidents involving agency staff, contractors, service engineers, delivery drivers, salespersons, etc,
workingon University premises, should still be notified to H&S Services using the online
notification process, eventhough formal responsibility for RIDDOR-reportingmayin some cases
restwith the employer of the person concerned. H&S Services will RIDDOR-report applicable
incidents involving agency staff, where that has been agreed as part of the agency placing.

5.1.5 Fatalities

In the eventof a fatality involvinganyone on UoR-controlled premises, Security mustbe contacted
immediatelyon 0118 378 6300. Thisis anaddition to any direct contact made with the emergency
services. In the event of a student fatality Security mustfollow the deceased studentpolicy. In
accordance with the Major Incident Plan (MIP), Security may brief a Strategic Lead to consider
activating the MIP and initiating a Major Incident Team. Inany case, Security mustalso inform H&S
Services of all fatalities.

Theincident scene mustnotbe disturbed, unless essential to rescue or provide first aid to other
casualties. The scene will typically be assessed as quickly as possible to ensure itis made safe and
to gather initial essential facts. Contact details of witnesses should be gathered if possible and
providedto Security. H&S Services willinvestigate if the death was UoR work-related and will
reportthe fatality to the relevantenforcing agencies (HSE for RIDDOR) if applicable, parallel to any
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other police or MIT activity. For all deceased personsincidents, H&S Services may attend (but not
speak) at related Coroner's Courthearings. Allother attendance at such hearings shouldbe
agreedthroughlegal Services.

5.2 IncidentInvestigation

H&S Services will allocate incidents to appropriate HSCs as soon as reasonably possible and
typically within 24 hours of receipt. Incident allocation will follow the procedure published onthe
H&S Services website. HSCs will be asked to make initial inguiries to determine the immediate
causes and assess the significance of the incident and so decide the depth of the investigation
required.

Where an HSC's enquiries identify apossible RIDDOR -reportableincidenthas occurred (see
Appendix A), the HSC must promptly discuss this with H&S Services —preferably their LA,
otherwise the H&S Services Director - to ensure any legally-reportable incidents are identified
promptly (see Appendix A). H&S Services will submitreportable incidents to the relevantenforcing
agency.

Furtherinvestigation should be proportionate to the likelihoodfor reoccurrence and the severity
oftheincident (e.g. potential forinjuries, actual injuries received, number of individuals affected,
damageto property). The level of involvementwith others (site visits, interviews, access to
records, etc) shouldbe proportionate to the significance of the incident. HSC investigators should
communicate theirinvestigation findings and recommendationsforimprovementaction to those
bestplaced to take action.

HSCs should communicate theirinvestigation findings and improvement recommendations to
their H&S Services LA within 14 days of theinitial incident allocation. Completion ofthe incident
investigationform is preferred, but for simplerincidents summaryin an email is acceptable.

The LA may advise on or assist with the investigation. In exceptional circumstances H&S Services
may take overtheinvestigation or engage an external specialistto completeiit.

A checklistto supportinvestigationsis shownin Appendix B. The aims of the investigation should
beto verify what happened, establish the immediate and underlying causes of the incident,
determineifriskis properly controlled and identify opportunities forimprovement. Typically,
injured persons and witnesses should be invited to provide their account of events, to establish the
facts aboutwhat happened. Depending on prior experience and background some individuals may
find this causes distress or anxiety, and investigations should try to be sensitive to individual needs
while also establishing the facts. Photographs, measurements, and documents may be gathered
depending on the significance and nature of the incident (Appendix B).

Thelessonslearnt should be usedto reduce the likelihood or severity of reoccurrence, for
example by reinforcingimplementation of existing controlmeasures or enhancingcontrols. Thisis
to continuallyimprove the University health and safety standards. Any recommendationsarising
from the investigation shouldbe clearly communicated to specifiedindividuals alongwith
recommended timelines (immediately, following day, within one week, etc). Those individuals are
responsible for taking action or assigned actions according to the significance of the risk.
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Exceptionally, investigations may generate recommendations relating to individuals - these should
be communicated to their manager(s).

Investigatingincidents is good management practice and a University requirement for the
followingreasons:

e Toidentifyimmediate and underlying/root causes.

e Toreassurestaff, students and visitors that notified incidents will be investigated and that this
willimprove health and safety standards as part of continuous improvement.

e Toreviewthe suitability andimplementation of the existing risk controls born out of risk
assessments.Forexample,is equipment suitable, are the operating procedures clear and
trained out, is appropriate PPE available at the point of need, is the frequency of maintenance
suitable, is the visibility of signage sufficient, etc.

e Toidentifyifanyjoborhumanfactors that may have contributedto the incident. Forexample,
the timing of actives, the worker health or physical capability, effectiveness of communication,
familiarity of the location/equipment.

e Topreventrecurrence throughimplementation ofthe arisingrecommendations.

e Tosatisfylegal compliance and provide information for any future claims.

6 COMPETENCE/LEARNING

Heads of Schools/Functionsmustallow HSCs time fromtheir other duties to undertake training.
The training requirements for HSC roles from both lower and higher hazard Schools/Functions are
publishedin Safety Note 1. In addition to help maintain their competency, HSCs should aim to
investigate three or more incidents per year and should regularly attend the HSC workshops. H&S
Services LAs will also provide feedback to HSCs to support their on-goinglearning.

7 REVIEW & AUDIT

Chairs of local Health and Safety Committees shouldinclude an incident summary section when
setting their committee agenda (Safety Note 79). Committees should discuss the mainincident
investigationrecommendations and, as appropriate, monitorthe completion of actions for
implementing safety improvements. Where incidents recommmendationscannot be resolved
locally by the School/Function actions, even workingin partnership with others such as Estates,
the local Committee Chair can escalate items for consideration at the University Health, Safety
and Wellbeing Committee (UHSWC) viathe UHSWC secretary.

H&S Services LAsreviewincidents forinvestigation completion and to identify possible themes or
trends. H&S Services will provide aregular summary of notable incidents and themes or trends to
the UHSWC and provide asummary forinclusionin the University's Annual H&S Performance
Report.
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8 RECORDS & RETENTIONREQUIREMENTS

H&S Servicesisresponsible for maintaining recordsof incidents notified to H&S Services for at
least 5 years, for assisting with any civil or criminal law investigations or possible insurance claims.
Any claims will be dealt by the University Legal Services or Insurance Officer. Records of RIDDOR -
reportedincidents will be retained by H&S Services. Reports of occupational ill health or personal
exposure should be retained for 40 years after the lastincident under Regulation 10 of COSHH
2002 (ACOPs L5 6" edition 2013).

9 RELEVANTLEGISLATION

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
Control of Substances Hazardous to Health Regulations 2002 (as amended)
Management of Health and Safety at Work Regulations 1999

Safety Representatives and Safety Committees Regulations 1977 (as amended)

Health and Safety at Work etc. Act 1974

10 USEFULLINKS

1). H&S Services online incident notification pages

https://www.reading.ac.uk/internal/health-and-
safety/IncidentReportingandEmergencyProcedures/IncidentNotification/

2). HSE RIDDOR pages

https://www.hse.gov.uk/riddor/index.htm?utm_source=hse.gov.uk&utm_medium=refferal&utm_
campaign=riddor&utm_content=home-page-info

APPENDIXA-RIDDORINCIDENTS

Belowisanon-exhaustive listof RIDDOR-reportable incident types. Only incidents that arise out
of work activities are reportable to HSE. Incidents that have no connection with the University work
activities do notrequire reporting to the HSE, for example student sports, or student or staff
illness not caused by work,

AlIRIDDOR incident types mustbe reportedinwriting to HSE within 10 days (by H&S Services).
Hence itis essential to notify H&S Servicesimmediately of a serious incident, preferably by phone
(extn 8888) to be followed by an Incident Notification Form submitted online.
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Vi.

the death of any personas a result of anaccident (e.g. not suicide)

amajorinjury as aresultof awork-related accident (includes fractures; amputations;
dislocations; serious eyeinjuries; crushinginjuries to head or torso, seriousburnsincluding
scalding, scalpings,loss of consciousness by headinjury or asphyxiation, any injury arising
fromworkinginanenclosed space, exposure/inhalation/ingestion ofaharmful substance
orbiological agent

someonewhoisnotatwork (e.g.astudentorvisitor) suffers aninjury as aresult of an
accident and is taken from the scene directly to a hospital.

areportable dangerous occurrence (includes failure oroverturning of lifting equipment,
failure of pressure vessels or any part of the associated pipework, collapse of scaffolding;
damage to pipework, contact with overhead electric cables; electrical overloading or short
circuits that resultin fire or explosion; release of biological agents likely to cause severe
humaninfection).

an injury to anemployee which resultsinthem being unable to do their normal job formore
than seven consecutive days (excluding the day of the accident but including any days
which would not have beenworking days, including weekends - referredto as "over-7-day
injuries”).

areportable occupational disease whichis confirmed by adoctor's diagnosis (includes
work-related upperlimb disorders; occupational asthma; infections due to biological agents
and/or micro-organisms; specific poisonings and cancers).

Note: this isa simplified summary of the Regulations. H&S Services are responsible for assessing the
incident and deciding if it is reportable to HSE.

APPENDIXB~-INVESTIGATIONDETAILS

Obtain facts

Date and time of incident.

Name(s) and contact details of injured/affected person(s), age, sex, occupation/course of
study.

The nature oftheinjury (size, position,location, e.g. 2cm cut to right thumb) /ill health / assault
/ property damage sustained, details of treatment received (also if by/not by trainedfirst
aider), hospital attended, length of stay, length of absence from work/study, if normal duties
could notbe undertaken onreturnto work,

Location details (building, room number) and layout of the areain which the incident occurred
orphotographs androom diagrams, the use of any access controls.

Details of witnesses / people firstonthe scene of theincident / first aiders who attended.
Condition and description of plant or equipmentinvolved (before and after the incident) -
including make, model, serial number, safety devices provided etc.

If appropriate, take photographs, draw sketches and take measurements to record the scene
oftheincidentbefore things are moved, repaired and cleaned up. The University may need this
evidence later.

If investigating areportofill-health or exposure to hazardous substances, obtain Material
Safety Data Sheets if they are notalready available and request copies of risk assessments,
recordthe type and availability of PPE at the scene, if applicable RPE face-fit testingrecords
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and the maintenancerecords of LEV systems, waste procedures and work/shift pattern
records.
e Names, contact details of any contractorsinvolved, you may need to contact them later.

Establishthe circumstances of the incident

e FEventsleadingupto the incident.

e What was beingdone at the time, was this unusual or differentfrom normal?

e What weretheimmediate causes of theincident—howdidithappen?
If investigating a case of disease orill health, is there any evidence linking this to work
activities? Requestalist of workplace duties and the associated risk assessments.

e What established methods or operating procedures were givento thoseinvolved before the
incident?

e Didthoseinvolved carry outthe received training/instructions prior to the incident?

e What was the behaviourand actions of individuals before, during and after the incident?

e What wasthe role of supervisorsand managersinthe activities concerned?

|dentify the underlying causes of the incident

Thereis oftenfar moreto accidents than simply unsafe acts by individuals or unsafe conditions,
you needto consider why the circumstancesleading to the incident occurringand went unnoticed
and unchecked. How did things get this far? Consider the following:

e [ftherewashuman errordigdeeperto understand what human factors may have contributed
to thiserror—eglighting, distraction, contradictory instructions, bullying, poor ergonomics,
poordesign of the human/machineinterface, etc

e Has anything similarhappened before? Ask H&S Services to check the incidentrecords, ask
colleaguesintheincidentarea.

e Has the problembeen mentioned before, when, by whom, what action was taken?

e Wasthis riskknown andhad a risk assessment been completed forthis activity / substance /
these premises, isit suitable and sufficient? When was itlast reviewed?

e Were University orlocal guidelines, policies or rulesbeing followed?

e What controlmeasures and safety equipment were identified by the risk assessment —are
they stillin place and effective (were the individuals doing the work aware of these)?

e Areanymanagementorsupervisionfailures evident?

e Wascommunication betweenthe relevant parties adequate and effective?

e What wasthe level of competence of those involved —includingthe nature of any training,
instruction orinformationprovided, was itadequate?

e Arethereany shortcomingsinthe originalinstallation ordesign, if relevant?

e Wereadequate performance standards setand monitored by management?

e Wasthere anadequate system for maintenance and cleaning of premises or equipment?

e Weresystemsofworkthatindividuals were expectedto follow actually being followedin
practice? were these systems workable and realistic (if not, why not?)

e Wassuitable personal protective equipment provided, was it effective (if not, why not?)

e Isrecordkeepingadequate?

Establishwhether the initial emergency and management response was adequate

e Wasthe initial response to the incident by the University promptand effective? Consider the
actions taken to make the situation safe, or to deal with any continuingrisks.

e Wasthe responseto theincidentbythe Emergency Services or other external agencies,
promptand effective?
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e Wasthe fire fightingandfirst aid response suitable, were correct spillage procedures known
and followed?

e Wasthe incidentpromptly reportedto the relevant parties (if not, why not)?

e Howwas theinjuredpersontreatedand supported —was this adequate?
Were the needs of witnesses adequately addressed (de - briefing, counselling etc)?

|dentify and record any further action needed to prevent arecurrence or improve future
emergency preparedness or response

Youshouldassess orreassess therisks of this particular activity / equipment / area. When doing
this you should guestion the adequacy of existing control measures and work methods and any
discrepancy between these and what was intended. You willneed to establishif the existing
controls meetcurrent standards and are adequate to effectively controlrisks.

In particular, youmay needto:

e Improve physical safeguards or safety features or modify design orworkplace layout.
e Improve existingwork methods orintroduce new safe working procedures.
e Provide additional safety equipment e.g.lifting aids, personal protective equipment.
e Produceorreviewrisk assessments.
e Update writtenhealth & safety rules, standards or policies, communicate these to employees /
students, as appropriate.
Improve communications systems.
e Make changesto orprovide extratraining, supervision orinformation sources.
e Introducebettertesting, maintenance or cleaning arrangements.
e Introduce orimprove inspection, monitoringand auditsystems.
e Reviewsimilarrisksinother sections.

Onceyouhaveidentified whatis required to preventarecurrence of the incidentin question, the
investigator should communicate recommendations to those best-placed to effect
improvement, makingit clear whatis required and by when. Those persons should formulate an
actionplan.

Lessonslearnt should be shared with other groups carrying out similar activities within the
School/Function, or more widely across campus.

Remember:

e Alwaystrytotalk to theinjured personandwitnessesto get theiraccount of events

o Verifythefacts—do notmake assumptions about what happened

e Trynotto apportionblame,buttolearnfrom mistakes, so as to continually improve health and
safety standards
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