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Injuries and incidents remain far too common in further and higher education. Employers have a number of legal obligations if accidents or incidents occur.

What individual members should do

1 Contact your safety rep immediately to trigger a proper report and inspection where necessary.
2 Do not give any statement to management until you have had the opportunity to speak with a safety rep. Don’t make any admissions of responsibility or fault.
3 Keep careful records of any injury, occupational health problems and medical reports.
4 Take advice from your union branch regarding any possible claim for personal injury.
5 Do not be rushed back to work after an accident until you are ready to return according to your GP or consultant.

What UCU accredited safety reps should do
UCU welcomes joint investigation of incidents with the employer. However, some employers can be reluctant to include the UCU safety rep in a joint investigation, in which case they must do an independent investigation. Investigating injuries is a statutory function given by Regulation 6 of the Safety Representatives & Safety Committees Regulations. The guidance below is helpful when doing a joint or independent investigation.
1 A trade union safety rep should get to the scene as soon as possible. Reps should make sure members know how to contact you. Make sure there is a procedure for management to notify you.
2 See the injured member is being looked after. Check first aid is given, ambulance called etc. Make sure the injured member isn’t being put under pressure to make a statement immediately. Employers are obliged by law to provide first aid facilities under the Health and Safety (First Aid) Regulations 1981 – including the provision of appropriate equipment and facilities, provide an adequate number of trained first aiders and the HSE provide guidance on conducting a first aid needs assessment. Employers should provide advice to employees about the provision of first aid equipment and personnel.
3 Make sure nothing is moved. Some things may have to be moved to release someone who is trapped, for example, but general tidying up can remove evidence about the cause of an incident or injury. If you think things have been moved, try to find out what it was like before.
4 Take photos, measurements and make sketches. This is good evidence to establish the facts, and to use in negotiation with the employer over improvements. It may need to be used in a compensation claim.
5 Talk to witnesses. Only an HSE inspector can legally require anyone to make a statement, but employees have a duty to co-operate with the employer on health and safety matters. If members have information that would contribute to the employer making the workplace safer, they must tell the employer, but reps should remind witnesses to keep to matters of fact and avoid making statements or assumptions about fault or blame. It’s better for witnesses to give a statement to the union first, so reps should ask witnesses to make a voluntary statement while it is fresh in their mind. Safety reps are entitled to ask witnesses for an account of what happened as part of their investigation. Such information may help to identify unsafe conditions, or be important in a compensation claim.

6 Do a detailed inspection. Inspecting the scene of an incident has two main purposes: 
· It helps to establish the cause, so helps to find ways to prevent a recurrence

· it helps gather information which the union may need to pursue a compensation claim on behalf of an injured member
Ask for copies of risk assessments, maintenance records, condition reports, management checks etc. Use the findings to make your report about the causes of the accident.
UCU has prepared further advice note to members on safety inspections available from www.ucu.org.uk/hsfacts. 
7 Suggest immediate precautions and suggest longer-term improvements. Use your inspection findings to help. Talk to other workers in the area. Seek other help if necessary.
8 All incidents and injuries should be reported. If the incident or injury is reportable under RIDDOR (The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995) the employer must notify the Health and Safety Executive national reporting centre – by phone or website form. All injuries, including RIDDOR reportable ones should also be recorded in the workplace accident book.
9 Check the records. Make sure an entry is made in the accident book. Make sure the RIDDOR notification is submitted if the incident is reportable. Make sure first aid records have been completed.

The HSE publishes details of all reportable incidents at www.riddor.gov.uk. Reportable incidents include fatalities, major injuries or any injury resulting in more than three days (more than 7 days after 6th April 2012) absence, or causing a disease specified in RIDDOR. If an incident is serious but is not reportable, make sure the HSE inspector responsible for the workplace has been notified and let the Inspector know you have done an investigation.

Under the Social Security (Claims and Payments) Regulations 1979 employers of more than ten people must record all injuries however minor, and investigate the causes. The accident-recording book should be kept in an accessible place. The book should be kept for at least three years after the last recorded incident. Accredited trade union safety reps are entitled to copies of injury reports, but under data protection legislation the injured worker must agree for their personal details to be given. Otherwise, the employer must anonymise the information before giving it to safety reps.

10 Advise the injured member. Tell them about their rights to trade union assistance to claim compensation if appropriate. When they are approached by management they should say they will consent to being interviewed when they feel well enough, with their rep present.  Make sure management doesn’t put pressure on the victim to give an early statement or submit to interview until they are ready. Make sure all interviews are conducted only when the member feels well enough to do it, and that the member is represented.

What UCU safety reps should do collectively
1 Ensure you and management are clear about your right to inspect and investigate incidents and injuries. Make sure you are granted paid time off to do so.

2 Ensure injury and absence figures are regularly reported to the safety committee so that causes can be analysed and further preventative measures can be considered.
3 Review all accident reporting and investigating procedures to ensure they are agreed with management and accord with best practice.

4 Ensure there are safety reps in all departments, faculties and sites along with named responsible managers responsible for each department, faculty and site.






















Health and safety factsheet
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