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Values and Ethos   
Our values and ethos are inclusive and child centred. Our Trust is founded on the 

principles of inclusivity, diversity and fairness, and they are fundamental to our 

delivery of exceptional learning experiences.   

   

EVAT stands for:   

• Excellence and high standards   

- a can-do culture and no-excuses ethos   

• Values driven with a deep sense of moral purpose   

- putting children and young people first   

- behaving ethically   

• Ambition and aspiration for all   

- irrespective of background or barriers – being truly inclusive   

• Teamwork    

- we do more, better and faster, together   

   

We are a village.  We collaborate, with our learners, their families and our 

communities, to provide exceptional education so that all the children and young 

people we serve achieve the best possible outcomes.   

   

Our Ethos is to:   

• Create a nurturing and friendly atmosphere and provide an environment 

where everyone feels valued for who they are   

• Bring out the best in every child and young person and meet the full range of 

their individual needs   

• Provide different and unique experiences, challenges and activities   

• Show tolerance and respect for each other   

• Prepare our children and young people for lifelong learning   

• Improve the life chances of every child and young person we serve.   
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This policy, and its associated procedures and protocols, are based on these key 

principles.   
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Statement of Intent  

The Education Village Academy Trust (EVAT) holds overarching responsibility for 

ensuring that effective, compliant and well-coordinated first aid and incident 

reporting arrangements are in place across all Trust schools and academies. This 

responsibility includes: 

• Establishing a Trust-wide policy and framework for the consistent delivery of 

first aid and incident reporting. 

• Clearly defining roles and responsibilities to ensure compliance with statutory 

first aid and reporting requirements. 

• Setting out a comprehensive process for reporting, recording, and monitoring 

all incidents, accidents, near misses and first aid interventions, in line with Trust 

systems and legal duties. 

• Defining the requirements for first aid needs assessments and ensuring each 

school/academy undertakes appropriate assessments to determine its local 

first aid arrangements. 

• Ensuring schools and academies have appropriate first aid equipment, 

facilities, and resources available. 

• Providing appropriate support and training to ensure sufficient qualified first 

aiders are in place across the Trust. 

The Trust and its schools/academies will take all reasonable steps to safeguard the 

health, safety and wellbeing of staff, pupils, and visitors through robust first aid 

provision and timely, accurate incident reporting. 

This policy aims to: 

• Ensure each school/academy has adequate, safe and effective first aid 

provision for all staff, pupils and visitors, regardless of the severity of illness, 

accident or injury. 

• Ensure all staff and pupils understand the procedures to follow in the event of 

illness, accident, or injury. 

• Ensure medicines are only administered when appropriate consent has been 

provided and that all medication is stored safely and securely. 

• Promote effective infection control across all first aid and incident-related 

activities. 

• Ensure all incidents, accidents, near misses and first aid interventions are 

reported, recorded, and reviewed in line with Trust procedures and statutory 

requirements. 
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First Aid Definition  

For the purposes of this policy the Trust and its schools/academies will follow the 

definition of First Aid outlined below:  

“First aid is the assistance given to any person suffering a sudden illness or injury, with 

care provided to preserve life, prevent the condition from worsening, and/or 

promote recovery. It includes initial intervention in a serious condition prior to 

professional medical help being available, such as performing CPR while awaiting 

an ambulance, as well as the complete treatment of minor conditions, such as 

applying a plaster to a cut. First aid is generally performed by the layperson, with 

many people trained in providing basic levels of first aid, and others willing to do so 

from acquired knowledge.”  

Background  

Schools have a fundamental duty of care to safeguard the health, safety and 

welfare of all individuals who may be affected by their activities. This includes pupils, 

staff, visitors, contractors, volunteers, and anyone else present on the premises or 

engaged in school-organised activities.  

To meet this responsibility, schools must ensure that robust and effective 

arrangements are in place for: 

• First aid provision, ensuring competent and appropriate assistance for anyone 

who becomes ill or injured. 

• Incident reporting and investigation, ensuring all accidents, near misses, 

dangerous occurrences and first aid interventions are reported, recorded, 

and reviewed so that risks are identified and managed. 

This duty always applies when the school is responsible for people’s safety on the 

school site, during the school day, and throughout any off-site or school-led activity, 

including educational visits, sports fixtures, residential trips, and community events.  

Providing adequate first-aid equipment, trained personnel and clear procedures is 

essential to maintaining a safe environment and ensuring that foreseeable risks are 

managed responsibly. 

Incident reporting and investigation also play a critical role in identifying trends, 

preventing recurrence, and ensuring compliance with statutory duties. 

For Reference, some schools/academies may still be using the DCC Online 

Reporting System during the transition to the EVAT IAM system. Guidance for these 

settings is provided in Appendix 1. 
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Legal framework   

This policy has due regard to legislation and statutory guidance, including, but not 

limited to, the following:   

• Health and Safety at Work etc. Act 1974  

• The Health and Safety (First Aid) Regulations 1981  

• The Road Vehicles (Construction and Use) Regulations 1986  

• The Management of Health and Safety at Work Regulations 1999  

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) 2013  

• Social Security (Claims & Payments) Regulations 1979 

• DfE (2015) ‘Supporting pupils at school with medical conditions’  

• DfE (2022) ‘First aid in schools, early years and further education’   

• DfE (2024) ‘Early years foundation stage (EYFS) statutory framework’   

• DfE (2025) ‘Automated external defibrillators (AEDs): a guide for maintained 

schools and academies.  

The policy will be implemented in conjunction with the following Trust/school policies:  

• Administering Medication Policy  

• Allergen and Anaphylaxis Policy  

• Behaviour Policy  

• Child Protection and Safeguarding Policy  

• Early Years Policy  

• Educational Visits and School Trips Policy  

• Health and Safety Policy  

• Infection Control Policy   

• Lone Worker Policy  

• Records Management Policy  

• Social, Emotional and Mental Health (SEMH) Policy  

• Supporting Pupils with Medical Conditions Policy.  

  

Roles and responsibilities  

The Board of Trustees holds strategic oversight of first aid provision and incident 

reporting across the trust and is responsible for:  

• Approving the overarching first aid framework, setting strategic direction and 

ensuring appropriate procedures exist across all academies.  

• Ensuring that adequate insurance cover for staff acting within the scope of 

their employment.  

• Overseeing compliance with relevant legislation, Trust procedures and 

statutory reporting requirements. 

• Ensuring each school/academy has appropriate and sufficient first-aid 

provision, including completing first aid needs assessments, providing 

adequate first-aid training and confirming staff competence, maintaining 
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suitable first-aid equipment and facilities; and ensuring overall provision for 

staff, pupils and visitors meets all statutory standards. 

• Receiving assurance on first aid compliance and provision, confirmed through 

reporting mechanisms that each school/academy has: 

• Suitable first aid provisions in place 

• An appointed person to take charge of first aid arrangements. 

• Information for all employees giving details of first aid arrangements. 

• Conducted all relevant risk assessments to ensure the health and safety of 

the school community. 

• Sufficient qualified first aiders within the school based upon the school’s 

risk assessments. 

• Procedures and arrangements in place for first aid during off-site or out-of-

hours activities, e.g., educational visits or parents’ evenings. 

 

The principal/headteacher is responsible for:   

• Ensuring that the school always maintains an appropriate number of trained 

and competent Appointed Persons and First Aiders on site, in line with the 

outcomes of the school’s first-aid needs risk assessment and the requirements 

of relevant statutory guidance. 

• Overseeing the daily application of this policy and ensuring that related 

procedures operate effectively across the school/academy. 

• Appointing an appropriate first aid lead, ensuring that an appointed person is 

formally identified to manage first-aid equipment and coordinate emergency 

service contact when required. 

• Ensuring that all staff and parents are made aware of the school’s policy and 

arrangements regarding first aid. 

• Ensuring that all staff are aware of the locations of first-aid equipment and 

how it can be accessed, particularly in the case of an emergency. 

• Ensuring that all pupils and staff are aware of the identities of the school first 

aiders and how to contact them if necessary.  

 

Staff will be responsible for:  

• Ensuring that they have sufficient awareness of this policy and the outlined 

procedures, including making sure that they know who to contact in the 

event of any illness, accident, or injury.  

• Familiarise themselves with the identity and location of trained first aiders and 

the location of first aid provisions.  

• Securing the welfare of the pupils at school. 

• Making pupils aware of the procedures to follow in the event of illness, 

accident or injury.  
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First aiders will be responsible for:  

• Completing and renewing training as dictated by the Trust and/or the 

school/academy. 

• Ensuring that they are comfortable and confident in administering first aid. 

• Ensuring that they are fully aware of the content of this policy and any 

procedures for administering first aid, including emergency procedures.  

• Keeping up to date with government guidance relating to first aid in schools.  

 

Where the school/academy assessment of first-aid needs and risks identifies that a 

designated first aider is not required, it must appoint a person to take charge of the 

first-aid arrangements. Arrangements should always be made for the appointed 

person to be available to undertake these duties when people are at work. 

Appointed persons do not need to have a first aid qualification, although they may 

benefit from training such as completing at least an emergency first aid at work 

course. An appointed person is not necessary where there is an adequate number 

of appropriately trained first-aiders. More information on the role of the appointed 

person (and the minimum level of first-aid provision required) can be found here.   

The appointed person will be responsible for:  

• Overseeing the school’s first-aid arrangements  

• Taking charge when someone is injured or becomes ill  

• Looking after the first-aid equipment, e.g. restocking the first-aid container  

• Calling the emergency services where necessary.  

 

First-aid provision  

First-aid needs risk assessment 

The schools/academies will regularly monitor and assess first aid arrangements and 

they will complete a first-aid needs risk assessment annually or sooner if there is any 

significant change.   

The school/academy will ensure that this assessment informs first-aid policies and 

protocols and that arrangements continue to be appropriate and take account of:  

• Hazards and risks on the school premises  

• The size of the school  

• The needs of any vulnerable individuals onsite  

• The nature and distribution of pupils and staff throughout the 

school/academy.  

The school/academy will ensure that first-aid provision is sufficient and can be 

administered without delay.   

 

 

https://www.redcrossfirstaidtraining.co.uk/first-aid-blogs/what-is-the-minimum-level-of-first-aid-provision-required
https://www.redcrossfirstaidtraining.co.uk/first-aid-blogs/what-is-the-minimum-level-of-first-aid-provision-required
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The school/academy will expect teachers and other staff working with pupils to 

always use their best endeavours, particularly in emergencies, to secure the welfare 

of pupils in the same way that parents might be expected to act towards their 

children.   

The school/academy will make staff aware of the government guidance which 

stipulates that, in general, the consequences of taking no action are likely to be 

more serious than those of trying to assist in an emergency.  

Material, equipment, and facilities  

The school/academy will provide sufficient materials and equipment to meet the 

needs identified in the first aid needs risk assessment and ensure that these are 

suitably labelled, accessible and available always.  

First-aid containers  

The school/academy will maintain suitably stocked first-aid containers in 

accordance with the outcomes of the first-aid needs assessment. Where no specific 

risks are identified, the school will follow HSE minimum guidance for general first-aid 

provision. 

Each first-aid container will be clearly marked with a white cross on a green 

background and will contain an appropriate selection of sterile dressings, 

bandages, gloves and other basic first-aid materials suitable for the school 

environment. 

The appointed person will routinely examine the contents of first-aid boxes, these will 

be frequently checked and restocked as soon as possible after use. Items will be 

safely discarded after the expiry date has passed.  

The appointed person(s) (or designated staff members) will routinely check all 

first-aid containers, including mobile kits used for off-site activities, ensuring they are 

fully stocked, items are in good condition, and any used or expired items are 

replaced promptly. 

First-aid containers will be in easily accessible and clearly identified areas, including: 

• The school office 

• The swimming pool 

• The sports hall 

• School minibuses 
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Automated External Defibrillators (AEDs)  

The school/academy will ensure that Automated External Defibrillators are available, 

clearly signposted and maintained. All staff will be made aware of AED locations 

and may use an AED in an emergency. AEDs are designed for use by laypersons, 

and no formal training is required to operate them. However, an AED Guidance 

appendix can be found in this policy. AEDs will be checked regularly to ensure pads, 

batteries and units remain in date and operational. 

Information for staff  

The school/academy will inform staff, pupils, contractors and visitors to the 

school/academy, as appropriate, of the first-aid arrangements, including the 

following:  

• The contents and key principles of this policy  

• The location of equipment and facilities  

• The identities and roles of first aiders or the appointed person.  

• How to contact a first aider or appointed person urgently should the need 

arise.  

• The procedures for monitoring and reviewing the school’s first-aid needs.  

The school will include the provision of first-aid information during induction training.  

First-aid notices will be clearly displayed throughout the school/academy with 

information on the names and locations of first aiders to ensure that pupils and staff 

know who they must contact in the event of illness or injury.  

The school/academy will ensure that there is always a sufficient number of first-aid 

personnel available on site to provide adequate cover to all areas of the 

school/academy as well as central business functions. 

First-aid training  

The school/academy will ensure that all first aiders hold a valid first-aid certificate, 

issued by an HSE-approved organisation.   

The school/academy is aware that first-aid certificates are usually valid for three 

years and will therefore ensure that adequate monitoring procedures will be in 

place to ensure that refresher training is arranged for first aiders before certificates 

expire. The Trust’s People Team will support with monitoring compliance and 

provision of appropriate training. First aiders will ensure that their first-aid certificates 

are kept up to date through liaison with their Principal/Head teacher and the 

People Team.  

The school/academy is aware that standard first aid at work training courses do not 

include resuscitation procedures for children. In all cases, the school/academy will 
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ensure that first aiders receive additional training in paediatric first aid, so they are 

able to execute their duties appropriately to the whole school community.  

The school/academy will ensure that first-aid training courses cover mental health in 

order to help staff members recognise the warning signs of mental ill health and to 

help them develop the skills required to approach and support someone, while 

keeping themselves safe. Pupils will be supported in accordance with the 

school/academy’s Social, Emotional and Mental Health (SEMH) Policy.  

Emergency procedures  

In School Procedures 

When an incident, illness or injury occurs on school premises, the member of staff in 

charge must: 

• Assess the situation calmly and determine the level of urgency. 

• Decide whether to call a first aider or contact emergency services 

immediately. 

• When requesting help, provide: 

o The exact location of the incident 

o The name of the injured or unwell person 

o A brief description of the injury or illness 

If a first aider is called, they will take charge of first-aid administration. 

First Aider Responsibilities 

Upon arrival, the first aider will: 

• Assess the casualty and provide immediate, appropriate first-aid treatment. 

• Determine whether additional support is required from another first aider, 

senior leader, or the emergency services. 

• Remain with the casualty and monitor their condition until further help arrives. 

• Use professional judgement to decide whether the casualty can be safely 

moved or should be placed in the recovery position. 

• Request that the area be cleared of pupils or non-essential staff if needed to 

maintain safety. 

• Arrange for the casualty to access appropriate medical treatment without 

delay if the condition cannot be managed with first aid alone. 

Where a pupil is too unwell or injured to remain in school, the school office or 

designated contact will inform parents/carers promptly. 

If emergency medical assistance is required, the first aider will ensure all essential 

information is passed to the emergency services, and parents/carers will be 

contacted immediately. 
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Serious Injury or Medical Emergency 

Moderate to serious injury refers to any injury or condition that may require urgent 

medical assessment, involves significant pain, bleeding, impaired function, breathing 

difficulty, reduced consciousness, or has the potential to deteriorate quickly. 

If the first aider’s initial assessment indicates a moderate to serious injury or the 

individual has become seriously unwell, a responding staff member must: 

• Call 999 immediately and follow the operator’s instructions, including 

administering emergency first aid if directed. 

• If an ambulance is required: 

o A staff member will accompany the pupil in the ambulance. 

o Parents/carers will be contacted as soon as possible. 

o A staff member will remain with the pupil at the hospital until a parent 

arrives. 

• If an ambulance is not required but medical attention is needed: 

o The pupil will be taken to a hospital or doctor in a staff car. 

o At least two staff members must accompany the pupil (one driver and 

one first aider). 

o Parents/carers will be informed immediately, and a staff member will 

remain with the pupil until a parent arrives. 

The school/academy will ensure the scene is made safe or that injured persons are 

moved only if it is safe to do so. 

Staff will also support any pupils who witnessed the incident and may be distressed 

or anxious. Younger or more vulnerable pupils may require parental contact. 

Follow-Up 

Once immediate actions have been taken, the incident must be reported promptly 

to: 

• The Principal/Headteacher 

• The parents/carers of the injured person 

• The Trust’s Head of Estates and Facilities/Health and Safety Officer 

The school recognises that responding to an incident can be stressful for first aiders. 

Support may include a debrief from attending paramedics, GP advice or mental 

health support arranged through the Trust. 

Offsite visits and events  

Before any off-site visit or event, the visit leader must complete a suitable and 

sufficient risk assessment in line with the Trust’s Educational Visits Policy. 

Staff must ensure they take: 

• Suitable means of communication. 
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• A portable first-aid kit and the vehicle first aid kit to be in place if using a 

school minibus. 

• Relevant medical information for participating pupils. 

• Parent/carer contact details. 

First Aid Provision on Visits 

• Trust academies with Early Years Foundation Stage provision must ensure an 

adequate number of paediatric first aiders are present, as required by 

statutory guidance. 

• All other Trust schools must ensure that a trained first aider accompanies any 

activity identified as high-risk or involving specific hazards. Where activities are 

assessed as low-risk, and suitable first-aid arrangements are already in place, 

the level of first-aid cover required may be determined through the 

risk-assessment process. 

First Aid Kit Requirements 

Portable first-aid kits for off-site visits will contain, as a minimum: 

• General first-aid advice leaflet 

• Sterile adhesive dressings 

• Large sterile dressing 

• Triangular bandages 

• Safety pins 

• Moist cleansing wipes 

• Disposable gloves 

All large vehicles and minibuses will carry a fully stocked first-aid box containing 

items appropriate for transport-related incidents. 

Post-Visit Requirements 

The visit leader must: 

• Report any incidents that occurred during the visit. 

• Report significant injuries to the Headteacher. 

• Ensure any items used from the first-aid kit are replaced immediately, as 

returning an incomplete kit is unsafe. 

Accommodation  

Where applicable the school/academy’s first-aid room will be suitable to use as and 

when it is needed, and any additional medical accommodation will be available in 

accordance with the school/academy’s first aid needs risk assessment.  

The first-aid room will be used to enable the medical examination and treatment of 

pupils and for the short-term care of sick or injured pupils. The first-aid room should 

include a wash basin and is situated near a toilet.  
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The first-aid room will not be used for teaching purposes.  

The first-aid room will:  

• Be large enough to hold an examination or medical couch.  

• Have washable surfaces and adequate heating, ventilation and lighting.  

• Be kept clean, tidy, accessible and available for use at all times when 

employees are at work.  

• Have a sink with hot and cold running water.  

• Be positioned as near as possible to a point of access for transport to hospital.  

• Display a notice on the door which advises the names, locations and, if 

appropriate, the contact details of first aiders.  

 

Medicines  

Administration  

The school/academy will ensure that staff are aware of government guidance 

which stipulates that the administration of first aid at work does not include the 

giving of tablets and medicines, whether prescribed or not.   

The provisions and requirements for the administration of medicines will be outlined 

in the following school policies and documents:  

• Administering Medication Policy  

• Administering Medication Risk Assessment  

• Allergen and Anaphylaxis Policy  

• Supporting Pupils at School with Medical Conditions  

 

Early Years  

The school/academy will ensure that it meets the paediatric first-aid requirements 

set out in the statutory framework for the early years foundation stage (EYFS), which 

also includes arrangements for off-site activities.  

In doing so the school/academy will ensure the following:  

• At least one person who has a current paediatric first aid (PFA) certificate is 

always on the premises and available when children are present and 

accompanies them on any outings - the certificate must be for a full course 

consistent with the criteria set out in Annex A of the EYFS framework  

• PFA training is renewed every three years and is relevant for people caring for 

young children.  

• All staff who have obtained a level 2 and/or level 3 qualification since 30 June 

2016 obtain a PFA qualification within three months of starting work in order to 

be included in the required staff: child ratios at level 2 or level 3.  
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• It displays, or makes available to parents, staff PFA certificates or a list of staff 

who have a current PFA certificate.  

• Any member of staff who has sole responsibility for looking after a group of 

children will hold a PFA certificate.  

• All newly qualified entrants to the early years workforce who have completed 

a level 2 or level 3 qualification on or after 30 June 2016, have either a full PFA 

or an emergency PFA certificate within three months of starting work to be 

included in the required staff: child ratios. The school will organise PFA training 

to be renewed every three years. The list of staff who hold PFA certificates 

can be found in a central Trust register.  

Incident Recording and Record Keeping 

 

Purpose of Incident Reporting 

All accidents, injuries, near misses and first-aid interventions must be reported, 

recorded, and reviewed in accordance with the Trust’s Incident and Accident 

Management (IAM) system. Accurate reporting enables the Trust to: 

• Identify trends and reduce future risk. 

• Ensure compliance with statutory reporting duties, including RIDDOR. 

• Maintain a safe environment for pupils, staff, and visitors. 

• Provide assurance to the Board of Trustees regarding health and safety 

performance. 

Schools/academies currently using the DCC Online Reporting System during the 

transition to the EVAT IAM system should follow the interim arrangements outlined in 

Appendix 1. 

What Must Be Reported 

The following must be recorded in the IAM system: 

• All accidents and injuries involving pupils, staff, contractors, or visitors. 

• Near misses, including incidents with the potential to cause harm. 

• First-aid interventions, regardless of severity. 

• Dangerous occurrences as defined by RIDDOR. 

• Incidents requiring external medical treatment, including ambulance 

attendance. 

• Behaviour-related injuries, where relevant to health and safety. 

Where an incident meets RIDDOR thresholds, the Trust’s Head of Estates and Facilities 

will ensure statutory reporting is completed. 

 

Reporting Timeframes  

To support timely and accurate reporting, schools/academies should aim to record 

all incidents in the EVAT IAM system on the same day, or within 24 hours where this is 

not immediately possible. Any incident considered serious should be brought to the 

attention of the Principal/Headteacher as soon as staff are able to do so. Where an 

incident may fall under RIDDOR requirements, it should be escalated to the EVAT 
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Head of Estates and Facilities at the earliest reasonable opportunity so that statutory 

reporting can be completed within required timescales. 

Where a school/academy is still using the DCC Online Reporting System, reporting 

timeframes remain the same. Please refer to Appendix 1 for transitional guidance. 

Severity Indicators and Outcomes 

Severity Level Indicators  Examples  Expected 

Outcome 
Minor • No ongoing pain  

• No functional 

impact  

• Superficial injury  

• No head injury 

symptoms  

• No dizziness or 

breathing issues 

• Small cuts/grazes  

• Minor bumps  

• Mild nosebleed that 

stops quickly  

 

 

• Assessment and 

basic first aid given 

• Returned to 

normal activities 

after assessment 

• Parent informed if 

appropriate  

• Recorded in 

incident system 

 

 

Moderate • Pain, swelling or 

reduced 

movement  

• Injury requiring 

monitoring  

• Symptoms that 

could worsen  

• Behaviour 

changes after injury  

• Minor head injury 

with no red-flag 

symptoms 

 

• Sprains/strains  

• Moderate cuts 

needing dressing.  

• Persistent nosebleed  

• Minor burn  

• Minor head bump 

with mild symptoms 

• Fever, vomiting, 

fainting, or illness 

symptoms requiring 

monitoring 

• First aid 

administered  

• Pupil monitored  

• Parent 

contacted to 

collect pupil  

• Sent home if 

symptoms persist  

• Recorded in 

incident system 

Major • Severe pain or 

inability to move  

• Heavy bleeding  

• Breathing 

difficulty  

• Loss of 

consciousness (any 

duration)  

• Seizure  

• Suspected 

fracture  

• Serious head 

injury symptoms 

• Fractures/dislocations  

• Deep wounds  

• Severe allergic 

reaction  

• Asthma attack not 

responding to 

inhaler.  

• Significant head 

injury 

• Burns larger than a 

child’s palm 

• 999 called 

immediately  

• Emergency first 

aid given  

• Parent 

contacted urgently  

• Staff member 

accompanies pupil 

to hospital  

• RIDDOR 

considered  

• Full incident 

report completed 

Incident Outcomes 

Returned to Normal Activities: The pupil is well enough to resume lessons or play with 

no ongoing symptoms. 

Monitored in School: The pupil remains in school and is checked regularly for 

deterioration. 
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Sent Home: The pupil is collected by a parent/carer due to symptoms, discomfort, or 

risk of deterioration. 

Hospital Treatment/Ambulance Required: The pupil is taken directly to hospital by 

ambulance or staff vehicle. 

Fatality: A fatality is the death of a pupil, staff member, contractor or visitor occurring 

on the school site or during a school-led activity. 
 

Reporting to the HSE (RIDDOR) 

EVAT will maintain a record of all accidents, incidents, occupational diseases and 

dangerous occurrences that fall within the reporting requirements of the Reporting 

of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013. 

Where an incident meets the criteria for RIDDOR reporting, the initiator of the EVAT 

incident report must submit the incident through the Trust’s EVAT IAM Incident 

Reporting System. The report will be automatically routed to the 

Principal/Headteacher and the EVAT Head of Estates and Facilities. The EVAT Head 

of Estates and Facilities is responsible for submitting the statutory notification to the 

Health and Safety Executive (HSE) as soon as reasonably practicable, and within 10 

days of the incident, in accordance with RIDDOR requirements. 

Reportable Events Under RIDDOR 

The following must be reported to the HSE: 

1. Deaths 

Any work-related death of an employee, pupil, contractor, or visitor. 

2. Specified Injuries to Employees 

Including, but not limited to: 

• Fractures (excluding fingers, thumbs, and toes) 

• Amputations 

• Permanent or temporary loss or reduction of sight 

• Crush injuries to the head or torso causing internal organ damage. 

• Serious burns (including scalds) 

• Scalping requiring hospital treatment 

• Loss of consciousness caused by head injury or asphyxia. 

• Injuries arising from working in an enclosed space leading to hypothermia, 

heat-induced illness, resuscitation, or hospital admission over 24 hours. 

3. Over-7-Day Injuries to Employees 

Where an employee is unable to work or perform normal duties for more than 7 

consecutive days (excluding the day of the incident). 

4. Injuries to Non-Workers (including pupils) 

Where a person is taken directly from the school site to hospital for treatment and 

where the individual was injured as result of school related activities. 
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5. Dangerous Occurrences 

Near-miss events with the potential to cause serious harm, including: 

• Failure or collapse of lifting equipment. 

• Accidental release of a biological agent likely to cause severe illness. 

• Accidental release or escape of a hazardous substance. 

• Electrical short circuit or overload causing fire or explosion. 

Pupils and RIDDOR: When Incidents Are Reportable 

Incidents involving pupils are only reportable when: 

• The pupil is taken directly from school to hospital for treatment, and 

• The incident arose out of or in connection with work, including: 

o Unsafe or poorly maintained premises 

o Inadequate supervision 

o Unsafe equipment or activities 

o Failures in risk assessment or control measures 

Not Reportable 

 

If a pupil is injured due to the normal risks of a supervised activity, and the school’s 

safety arrangements were appropriate, the incident is not reportable under RIDDOR. 

 
Being taken to hospital for precautionary checks is not reportable. 

 

Monitoring and Review  

To support continuous improvement in health and safety, each school/academy will 

routinely review incident information and take appropriate action where patterns or 

concerns emerge. 

• Schools/academies will review incident data on a termly basis to identify any 

recurring themes, emerging risks, or areas where additional training, 

supervision or equipment may be required. This review should consider 

accidents, near misses, first-aid interventions and behaviour-related incidents 

recorded in the EVAT IAM system. 

• The EVAT Head of Estates and Facilities will analyse Trust-wide incident data, 

identify trends across schools, and provide regular reports to the Board of 

Trustees. This ensures the Trust maintains oversight of health and safety 

performance and can support schools where additional measures may be 

needed. 

• Schools/academies will implement reasonable corrective actions where 

incident trends indicate increased risk. This may include reviewing risk 

assessments, adjusting supervision levels, improving equipment, or providing 

refresher training for staff. 

• Where significant or repeated patterns are identified, the school/academy 

may be supported by the EVAT Head of Estates and Facilities to develop an 

action plan to reduce risk and strengthen local procedures. 

• Outcomes from monitoring and review activities should be shared with 

relevant staff so that learning is embedded, and improvements are sustained. 
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Incident Investigation and Information Collection 

To ensure that incidents are fully understood and that appropriate actions are taken 

to prevent recurrence, schools/academies will carry out proportionate investigations 

into selected incidents. The level of investigation will depend on the severity of the 

incident, the potential for harm, and whether similar incidents have occurred 

previously. 

When an Investigation Should Take Place 

An investigation should be completed for: 

• Moderate or major injuries. 

• Repeated or recurring incidents in the same location or activity. 

• Near misses with the potential for significant harm. 

• Incidents involving unsafe equipment or premises. 

• Behaviour-related injuries where patterns may be emerging. 

• Any incident that may meet RIDDOR thresholds. 

• Safeguarding-linked incidents, in line with EVAT safeguarding procedures. 

Purpose of an Investigation 

Investigations are not about blame. They aim to: 

• Understand what happened and why it happened. 

• Identify contributing factors (environmental, behavioural, procedural). 

• Determine whether controls, supervision or equipment need improvement. 

• Ensure accurate information is recorded in the EVAT IAM system. 

• Support the school in preventing similar incidents in the future. 

What an Investigation Should Include 

Investigations should gather all relevant information to build a clear picture of the 

incident. This may include: 

• A factual account of what happened. 

• Statements from staff, pupils or witnesses. 

• First-aid notes and treatment details. 

• Photographs of the area or equipment involved (where appropriate). 

• CCTV review, if available and in line with data protection rules. 

• Risk assessments for the activity or area. 

• Supervision arrangements at the time of the incident. 

• Environmental factors, such as weather, floor condition or lighting. 

• Equipment checks, maintenance records or defect reports. 

All information should be uploaded or summarised within the IAM system to ensure a 

complete record. The Estates team will support in the investigation process for major 

incidents. 
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Public Sector Equality Duty (Equality Act 2010)  

In preparing or amending this policy, the author has given due regard to the Public 

Sector Equality Duty; that is, they have considered any potential impact on people 

who share protected characteristics. Those protected characteristics are defined as:  

race, disability, sex, age, religion or belief, sexual orientation, pregnancy and 

maternity, and gender reassignment.  
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Appendix 1: Use of the DCC Online Reporting System During Transition to IAM 

During the transition period to the EVAT Incident and Accident Management (IAM) 

system, some schools/academies may still be using the Durham County Council 

(DCC) Online Reporting System for incident recording. This appendix sets out how 

schools should manage reporting during this interim phase to ensure consistency, 

accuracy, and compliance. 

Purpose of the Transitional Arrangements 

These arrangements ensure that: 

• Schools can continue to report incidents without interruption. 

• All statutory reporting duties (including RIDDOR) are met. 

• Incident data remains complete and traceable during the transition. 

• Schools are supported while moving to the EVAT IAM system. 

Schools should continue to use the DCC Online Reporting System if: 

• They have not yet been fully onboarded to the EVAT IAM system. 

• Staff have not yet received IAM training. 

• The school has been advised by EVAT central team to continue using DCC 

temporarily. 

Once IAM training and access are confirmed, schools should begin using the EVAT 

IAM system for all new incidents. 

Ending Use of the DCC System 

Once a school is fully onboarded to IAM: 

• All new incidents must be recorded only in the EVAT IAM system. 

• The DCC system should no longer be used for new entries. 

• Schools should ensure staff are confident using IAM before closing the DCC 

process. 

 


