Accident Support — reporting fetag
accidents
Aims

Any accidents in your shop, whether colleague or customer must be reported to
Accident Support. This module provides guidance on how to do it.

Learning outcomes

By the end of the session, you will be able to:

* Report accidents to Accident Support
* Know how to take appropriate action to investigate
the accident

Timing
To complete this module will take you no more than 20 minutes

Overview

Our journey through this module has a number of steps:

Accident
details

Corrective Compliance
actions

 Accident information * Appropriate corrective
is specific actions are decided
upon

« Comply with legal
RIDDOR compliance

What does good look like?

« All accidents are reported within 24 hours
« All accidents are entered into the accident book

« All accidents are reported to Accident Support

« All corrective actions are completed within the time scales
« All accident book entries and notifications emails are filed in your core filing

system
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What do | need to know? .
reta g
* Any accidents — no matter how small must be reported to '
Accident Support
« In the event of an accident, your shop must promptly return
to a safe trading environment, and any injured person(s) are
given appropriate care
* A centrally based safety specialist will support your shop to ensure
that a well-documented fact based investigation is undertaken identifying corrective
actions to prevent reoccurrence
* Any statutory notification required under RIDDOR regulations will be completed
centrally after safety specialist approval
* Calling Accident Support does not prevent the need for you to make an accident book
entry

How do I do it?
Calling Accident Support

* The call must be made to Accident Support on 0115 949 4999 within 24 hours of the
accident occurring

» The call must be made by either a member of the management team or the person
acting in charge for the day. This person will be a point of contact in the event of future
enquiries from Boots legal or Boots group safety

* You must ensure that you can give specific information about the accident before
calling Accident Support

0
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During the call to Accident Support %
» The support line purpose is to centrally record all
accident details and provide the necessary accident f;p

assistance and advice to you
» The support officer will log all the accident details

They'll verify that the correct accident causes have been
identified and propose corrective actions
» They'll also classify the accident e.g. RIDDOR reportable, no time lost etc




How do | do it?

Remedial actions

retag
* It's your shop’s responsibility to complete the actions proposed by

the Support officer

* These actions will be time scaled and a reminder will be sent to you 5 days before the
actions are due to be completed

*» Once all the proposed actions have been completed a record of them must be filed in

your core filing system within the accident reporting section. This should be in a locked

drawer

RIDDOR compliance

* RIDDOR regulations are part of health and safety law, and it's important that as a
business we comply with these regulations. Because they are wide and varied, the
accident support officer will help determine whether your accident is RIDDOR
reportable. If it is, they’ll ask you a series of questions and will report the accident on
your behalf

* Accidents will be classified as either RIDDOR or non-RIDDOR either straight away
or after colleague non-attendance

* In case of a colleague related accident the support officer will call you after 4 days to

determine any non-attendance which may

have caused the accident to be classified as

RIDDOR

* The support officer will complete all the

necessary paperwork on your behalf and you'll o

receive a an accident notification email with
corrective actions and time scales — It's
important that those are taken immediately as any RIDDOR accidents are likely to be

investigated by the local authority

You've had a go, how much have you :
learnt? retag

Well done on completing your module on ‘Accident Support — reporting accidents’
It is now time to review what you have learned.

1. How long do you have to report an accident to Accident Support?

2. Who should ideally make the call to Accident Support?

3. Who's responsible for completing the corrective actions proposed by Accident
Support?

Sign off:

If you don't feel you understand this module, re-read it or ask your line manager, who
will be pleased to help
As a result of completing this module | can now:

* Report accidents to Accident Support
« Comply with Boots accident procedures

Name Signature:
Line / Team Manager Name: Signature:
Date of completion: (/ \

Helping you to achieve simple shopkeeping




