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Checklist: dealing with an accident 
There are a number of simple measures you can take to help minimise the chances of an accident happening – and the implications in the event that one does.
· Be prepared. Do not assume accidents will not happen.

· Carry out a risk assessment to identify the risks you face and to determine what first-aid provisions you will require.

· Talk to your staff about safety issues. Their feedback will help make your workplace safer.

· Consider whether your first-aid arrangements should cover anyone not employed by you: for example, members of the public on your premises.

· Assess whether you are required to appoint a designated first aider; this is more likely if you use machinery or hazardous materials. If not, you will need to nominate an ‘appointed person’. The appointed person’s role is to ensure you have a suitably stocked first-aid kit and to call the emergency services in the event of an accident, incident or illness.

· Arrange suitable training for your designated first aider or appointed person and emergency cover in case your designated first-aider or appointed person is away. Appointed persons must not give any first-aid assistance for which they are not trained.
· Provide basic first-aid equipment in line with the law – such as sterile plasters and bandages. Use appropriate first-aid signage to indicate where the first-aid box is kept or where your first-aid room is.

· Inform employees about your first-aid arrangements. Display health and safety information, provide any necessary training and promote a better workplace by getting everyone involved.

· Implement a written health and safety policy and record the findings of your risk assessment. By law, all employers with five or more employees must have a written policy, but this can help you manage your health and safety if you have fewer than five employees.

· Act quickly in the event of an incident and make any dangerous conditions safe if there is an accident or someone is injured or falls ill at work.

· Call the emergency services, if required. Treat minor injuries (if suitably trained) and wait for proper medical help.

· Report any serious injuries, illnesses and incidents to the Health and Safety Executive (HSE) Incident Contact Centre in line with your obligations under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR).

· Keep records of any serious injuries and incidents. This is a legal requirement and the information must include the time, date and brief description of what happened.

· Stay up to date with legislation changes to remain compliant. Don’t forget to review your health and safety policy if you adopt new work practices or take on new people.
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This is a basic guide prepared by ACCA UK's Technical Advisory Service for members and their clients. It should not be used as a definitive guide, since individual circumstances may vary. Specific advice should be obtained, where necessary.


