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INCIDENT/ACCIDENT PROTOCOL FOR ADMIN STAFF / DUTY INSTRUCTOR WHEN AN INCIDENT IS CALLED INTO THE CENTRE
MAJOR ACCIDENT (THAT HAS LIFE THREATENING IMPLICATIONS)
On being informed of a major incident or accident by a member of staff in the field that has life threatening implications the following actions must be undertaken:

· Record as succinctly as possible all information received from instructor on the relevant pro-forma
· Make contact with a senior member of staff in the following order:
· Centre Manager or a full time instructor if contact with centre manager cannot be made.
· AND Marketing Manager (House of Sport)
· AND Director of Participation

· OR HR Manager 
· OR Director of Corporate Services

· OR Director of Performance

· OR CEO

MAJOR ACCIDENT (THAT DOES NOT HAVE LIFE THREATENING IMPLICATIONS)
On being informed of a major incident or accident by a member of staff in the field the following actions must be undertaken:

· Record as succinctly as possible all information received from instructor on the relevant pro-forma
· Make contact with a senior member of staff in the following order:
· Centre Manager or a full time instructor if contact with centre manager cannot be made.
· OR Senior staff member
· OR Director of Participation

· OR Marketing manager
NOTE:

Under no circumstance should any member of staff make any comment to the media about any accident/incident regardless of how serious or how minor.
Incidents / Accidents at the Centre

MAJOR ACCIDENT (to a participant)

In the event of a MAJOR accident within the centre or hotrock wall, the following procedure should be implemented:

Life Threatening Situation

●
Administer first-aid
●
Call for the relevant emergency service

●
Contact Centre Management as per the protocol for the duty instructor/admin assistant above
●
Afford care to injured party and other group members

Non Life Threatening Situation

●
Administer first-aid

●
Decide upon the most appropriate method to get the injured party to medical care.  This may involve the emergency services.

●
Afford care to injured party and other group members

NOTE:

1. Under no circumstance should any member of staff make any comment to the media about any accident/incident regardless of how serious or how minor as per SNI media policy.

2. All relevant documentation must be completed upon return to the Centre including accident / incident report form and/or near miss record book. For major incidents this should include a written report.

MINOR ACCIDENT (to a participant)

In the event of a MINOR accident at the centre, the instructor should deal with the injury by first aid.  The instructor must then make a decision in conjunction with injured party or group leader as to whether the injured party requires medical attention. 
Note:
Anyone who has suffered a loss of consciousness or a head injury should receive professional medical attention as soon as possible.

Accident report forms must be filled out as required.
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