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ACCIDENT & INCIDENT REPORTING IN LONDON AREA
1.
In accordance with National Policy, and in particular ASCR 5 Ch 48, this LASO provides guidance for Unit, District and Area personnel on procedure for accident and incident reporting, and is issued to augment the ASCR above, and the recent memo (19 Jan 2011) from MSSC CEO Martin Coles. The contents of this LASO are to be complied with by all SCC personnel responsible for adults and cadets engaged in activities on SCC premises or under SCC supervision and are effective immediately. 
2.
The memo from the CEO requires that Area Offices provide a method by which personnel can swiftly and efficiently report accidents during periods when telephones at Area cannot be answered outside of normal office working hours. To this end Area Office has now set up a dedicated telephone line which is to be used for accident and incident reports only. Personnel wishing to report accidents and incidents both in and out of office hours should call:

020 7488 1063
3.
Callers to the above number must be reporting incidents at level 2 and above, and should follow exactly the directions given in the recorded message. Callers reporting accidents should also note that, if calling outside of normal office hours (0900-1700, Monday-Friday) you will be directed to also call the MSSC HQ emergency number 07789 398133.
4.
Accident and incident criteria, and the appropriate actions, are reproduced at Annex A for your guidance. The list is not exhaustive, and a degree of common sense should be applied. As a general rule if an injury resulting from an accident requires medical attention from hospital or doctor then it should be regarded as LEVEL 2 or above. Injuries that can be dealt with satisfactorily using basic first aid methods, and which require no follow up or intervention from medical or emergency services can be considered as LEVEL 1. Please be aware that injuries at any level can subsequently rise to a higher level a considerable time after the initial report, and should always be monitored after the event. Should an escalation of seriousness or medical services intervention occur, then a follow up report should be made at the appropriate level.  
5.
Adult Volunteers supervising cadets or adults under training should be assured that you will never be criticised for reporting accidents or incidents at too high a level. If in doubt, report at the highest level you deem appropriate – there can be no such thing as over reaction when it comes to the safety of cadets and adults in your charge. Failure to report accidents can have serious implications for both the injured person, the supervisor of the training and on the MSSC as a whole. It will be treated as a serious matter by the CEO. 
6.
COs/OiCs, training centre and boat station staff and anyone organizing Sea Cadet activities should ensure that the emergency number above and the accident reporting procedure form a part of your brief to all involved in activities that you organize.

ANNEX A TO LASO 09
Accident Levels, Examples and Actions

	Accident Level
	Examples
	Action - Immediate
	Action – Follow up

	1
	Minor injuries – minor cuts and abrasions, minor strains and sprains, feeling faint, minor bumps to head with no concussion
	Appropriate first aid.
Complete accident report in correct accident book.
	Send copy of report form to Area Office. Monitor, and escalate if level subsequently changes.

	2
	More serious injuries – cuts and wounds with extensive bleeding, blows to the head with concussion, broken or dislocated fingers/toes, respiratory difficulty, any condition requiring professional medical attention (doctor/hospital)
	Appropriate first aid. Arrange medical attention.

Complete accident report in correct accident book.

Call Area accident line 

020 7488 1063

within 3 hours of incident and 

follow directions given.
	Send copy of report form to Area Office. Send any subsequent update or follow up information via e-mail to Area Office

	3
	Major Injuries – serious uncontrollable bleeding, broken/dislocated major joints/bones, unconsciousness, ant event requiring emergency services response, or retention in hospital
	
	

	4
	Critical Injuries – multiple fractures, injury to critical internal organs, serious head injuries, injuries resulting in permanent disability, serious heart or respiratory problems, near drowning, and injury or condition requiring extended hospital stay.
	Appropriate first aid and emergency services including police. Call Area accident line
020 7488 1063

And HQ emergency number

07789 398133

within 30 minutes.

Complete accident report in correct accident book. Await further direction from Area/HQ.
	Send copy of report form and full account of incident, witnesses and actions to Area Office. Send any subsequent update or follow up information via e-mail to Area Office.

	5
	Death – either at the time of incident, or subsequent as a result of injury or condition arising at a cadet activity.
	
	

	6
	Dangerous Occurrence/Near Miss – Event causing damage to property or equipment that could have resulted in serious injury or worse
	Complete accident report in correct accident book. Call Area accident line 

020 7488 1063

within 3 hours and follow directions given.
	Send copy of report form and any subsequent update or follow up information to Area Office via e-mail.




























































































