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IMPORTANT
Only record minor accidents to pupils on this form.  All accidents to school staff, contractors and visitors are recorded on the Health and Safety Management System (HSMS).
Retain in School in a secure place until the pupil is 21 or if they have a special needs 25.
Introduction[image: image2.jpg]o
E SOUTHAMPTON
CITYCOUNCIL





Completing this school minor accident report form will allow the Authority/ School to comply with the requirements to record and monitor minor accidents where pupils are injured.

To comply with the Data Protection Act 1998, personal details entered into the school minor accident report form must be kept confidential.
This form replaces the ‘Pupil Minor Accident Report’ form pads.
About this form

A record should be made of minor ‘day to day’ injuries (bumps, scrapes and bruises) that happen to pupils whilst on the school site or during any off site activity.

A member of the school staff should record the accident details on the attached form. (Serious accidents/incidents when pupils are taken to hospital for treatment and violence/abuse incidents should be recorded on HSMS).
Further details on accident/ incident reporting are contained in Safe Working Procedure - Accident/incident Reporting and Investigation. 
SCHOOL MINOR ACCIDENT REPORT FORM
School sheet No.

School Name: ……………………………………………………………………………………


	Full Name and class of Injured Person.

(1)


	Name & Signature of person 

making this entry 

(2)
	Date when this entry was made

(3)
	Date and Time of Accident

(4)
	Place where the Accident happened

(5)
	Description of how the Minor Accident happened, INCLUDING the CAUSE OF THE ACCIDENT and the NATURE OF THE INJURIES

(6)



	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



School Advice Note





SCHOOL MINOR ACCIDENT REPORT FORM





IMPORTANT: Accidents to pupils who are taken to hospital must be recorded HSM for notification to the HSE by the Corporate Health and Safety Service.


                       Violence/abuse incidents should be recorded on HSM.
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