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Accident Reporting Procedure
	Step 1

Ensure no immediate risk or danger
	Immediately after the incident has occurred assess the situation and decide whether there is a risk of further damage or injury.

Ensure that you do not put yourself in danger in dealing with the incident.

If you are able to remove any source of danger, then carefully do so to manage the risk e.g. safely turn off equipment or vehicle



	Step 2

Provide Medical Assistance
	Ensure the injured party receives the appropriate medical assistance as necessary.

The qualified first aider should look at the injured person.  

The first aid kit is located in the manager’s office adjacent to the home dressing rooms or alternatively a first aid kit is kept within the Social Club and also shop.

Having assessed the situation, the first aider should determine whether the situation is serious enough for those involved to receive medical care.  If it is a very serious accident, they should call 999 or 111 for medical advice in a non-medical emergency. 



	Step 3 

Report to Manager

	Ensure that the member of staff or Committee member for the site has been advised of the accident.

	Step 4
Record Accident 


	Complete the accident book with details of the incident (see attached form).



	Step 5 

Report RIDDOR


	If the incident falls under RIDDOR (the individual is likely to be off work for more than seven consecutive days), Staff/Committee Member has a legal duty on behalf of the Football Club to report it correctly.  Reports must be completed online using HSE website and received by the HSE within 10 days of the incident.  

Reports must include: Date of recording; Personal Details (Name, Job Title & Phone number); Details of Company (Name, Address & Email); Locations, date and time of incident; A description of injury, illness or incident



	Step 6

Carry out investigation


	Where a RIDDOR has occurred, an independent individual should ensure that an investigation is conducted into the incident as soon as possible. 


Fire Evacuation Procedure
	Step 1

On discovering a fire
	If you discover a fire, raise the alarm immediately

If you have been trained and feel it is safe to do so, attempt to fight the fire using the equipment provided

If this fails, evacuate immediately using the nearest fire exit.  Ensure no on is left in the room and close the door and windows behind you
If you are with a visitor, ensure they accompany you

If disabled persons are at the Academy ensure they are aware of the fire and if appropriate, provide aid in accessing escape routes and exits and accompany them to the assembly muster point 

Ensure that you, the fire marshall or the person in charge has called the fire service.  Fire Service telephone number – 0121 380 7546 (West Midlands Fire Service, Mace Street, Cradley Heath)
Play your part in the role call so you are safely accounted for

Do not return to the building/premises until given the “all clear” signal or message from the fire marshal or the person in charge

Report to the assembly point for a roll call.  The Assembly Muster point is: across the car park and through the blue gate outside of the social club 



	Step 2
Fire Marshalls

 
	Encourage staff to evacuate and proceed to the assembly muster point.  Check that any visitors or disabled persons have been properly cared for
Ensure the fire service has been called

Report to the person in charge as detailed below and advise him/her of any absentees or persons unable to be evacuated

Conduct the roll call of staff and visitors and record and report findings to the person in charge

If the roll call identifies anyone missing make enquiries with the members of staff to establish the whereabouts of that person, if unknown record and report to the person in charge

When instructed by the “Person in Charge” give the all clear signal

Fire Marshall Name:  Staff or Committee Member on site 


	Step 3 
Person in Charge


	Person in charge: Staff or Committee Member on site
Establish if it is a genuine fire or a false alarm

Establish the location of the fire if genuine

Ensure that the fire service have been called if genuine

Check with the Fire Marshall that the premises have been fully evacuated
Investigate and determine the cause of the fire alert and if it is genuine

Complete roll call or collate roll from the fire marshall
If satisfied that everything is in order give the “all clear” signal

Gather all other information regarding the evacuation

If the roll call identifies anyone as missing make enquiries of staff to establish whereabouts of that person and if unknown, record and report to the fire service

Check what fire fighting action has been taken and whether any fire fighting equipment has been used and by whom

Liaise with the fire service on its arrival.  Advise on layout of the premises and location of the fire and, if appropriate, the location of any flammable substances

Complete a fire report on events that took place and inform staff of findings
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