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1.0  Introduction 

The nature of the activities at the University means there is always a chance of an accident 

or a near miss or other type of incident (eg a fire) happening. It is vital that all but the most 

trivial of these incidents are reported so that the University can identify the cause and make 

appropriate changes to the work activities to ensure that a similar accident does not happen 

again 

2.0 Policy Statement 

1. The overarching commitments set out in the University’s general Health and Safety 

Policy apply. The general policy can be found here: URL: https://www.st-

andrews.ac.uk/media/environmental-health-and-safety-services/H&S-Policy-2017.pdf  

2. The University will comply with all relevant legislation about the reporting of 

accidents and dangerous occurrences to the relevant enforcement authority 

3. All but the most trivial incidents or near misses to staff or students or members or the 

public must be report to the Director of Environmental, Health as soon as is 

reasonably practicable. 

4. All fire related incidents including false alarms must be reported to the Director of 

EHSS. 

5. All incidents to staff or students or members of the public which may have an effect 

on business continuity or crisis management should also be reported to the Director of 

Environmental, Health and Safety Services. 

6. The Director of Environmental, Health and Safety Services will report any 

accidents/incidents to enforcement authorities which are required to be reported under 

relevant legislation (eg Reporting Injuries, Diseases, Dangerous Occurrences 

Regulations 2013 - RIDDOR) 

7. A proportionate incident investigation will be undertaken for all but the most trivial 

accidents, near misses or other incidents. 

8. All accidents or near miss or other types of incidents which are reportable to an 

enforcement authority will be investigated by the Director of Environmental Health 

and Safety Services. 

9. The Director of Environmental, Health and Safety Services will present details of all 

accidents and the results of investigations to the Health and Safety Assurance Group 

as a standing item on the agenda. 

10. The Director of Environmental, Health and Safety Services will produce a statistical 

breakdown of all accidents to Schools/Units on an annual basis 
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3.0  Arrangements 

 

The roles and responsibilities set out in the University’s general Health and Safety Policy 

apply. 

3.1 Health and Safety Assurance Group 

The Health and Safety Assurance Group will review all accidents and any relevant 

investigations on behalf of the University Court. 

Where necessary, the Health and Safety Assurance Group will require the Director of EHSS 

to undertake more detailed accident investigations 

3.2 Health and Safety Consultative Group 

The Director of EHSS will present all accident reports and associated proportional 

investigations to the Health and Safety Consultative Group which consists of the 

University Union Safety Representatives. The Union Safety Representatives can ask 

to view the accident report and any published incident investigation. 

3.3 Director of EHSS 

All but the most trivial accidents, near misses and other incidents (eg floods, fire alarm 

activations etc) should be reported to the Director of EHSS. 

The Director of EHSS will ensure that an appropriate and proportionate accident 

investigation is undertaken for such incident reports. 

The Director of EHSS will investigate all incidents which have to be reported to an 

enforcement agency. 

Then Director of EHSS will also investigate situations where a potentially serious incident 

is repeatedly occurring. 

The Director of EHSS will provide the Health and Safety Assurance Group with a report on 

the accidents, near misses and other incidents which have occurred. This will include 

a brief report on any investigation undertaken. 

The Director of EHSS will provide each School or Unit with an annual report of the incidents 

which have taken place during the year. The Director of EHSS will also ensure each 

School/Unit has undertaken appropriate investigations for minor incidents. 

3.4 Head of School / Unit  

The Head of School/Unit will ensure that all minor incidents are investigated in a 

proportionate manner by a nominated member of their staff (eg Safety Co-ordinator). 

Where recommendations for remedial action are identified in an accident investigation by 

the Director of EHSS or by local staff, the Head of School/Unit will ensure these are 

implemented on a prioritised timescale. 

3.5 Staff and Students 

It is the responsibility of all staff and students to report all but the most trivial accident or 

near miss or a significant incident (eg flood) to their School/Unit representative and 

also to the Director of EHSS. 

3.6 Intended Audience 

This document and attached guidance is intended for all members of staff, students and 

members of the public who use University facilities. 

3.7 Where these regulations apply 

These regulations apply to all sites at the University and also to any work undertaken off the 

main sites of the University (eg during fieldwork) 

4.0 Legislative and regulatory framework 

 This policy and guidance document has been produced to ensure compliance with the 

following legislation: 

• Health and Safety at Work etc Act 1974 

• Management of Health and Safety at Work Regulations 1999 

• Reporting Injuries, Diseases and Dangerous Occurrences Regulations 2013 

Many other pieces of legislation have a requirement to report specific incidents for example 

the Genetically Modified Organisms (Contained Use) Regulations 2014 has a 
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requirement to notify the HSE if there has been a release of genetically modified 

organisms. You should always be aware of the legislation which applies to your 

particular activity and whether there are specified incidents which require to be 

reported to an enforcement agency. For example such legislation is required for: 

• Genetically Modified Organisms (Contained Use) Regulations 2014 (report to 

HSE) 

• Environmental Authorisations (Scotland) Regulations 2018 (reporting 

incidents where there is a release of radioactivity - Report to Scottish 

Environment Protection Agency – SEPA) 

• Specified Animal Pathogens (Scotland) Order 2009 

 

4.1 Relationship with existing University Policy, Procedures and Regulation 

As noted throughout this Policy, compliance with the conditions set out here will on occasion 

also require observance of other University Policy and Regulations referred to herein. 
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(From the HSE Guidance Document ‘Investigating Accidents and Incidents’ (HSG245) 

– see URL: www.hse.gov.uk/pubns/hsg245.pdf ) 

 

http://www.hse.gov.uk/pubns/hsg245.pdf
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