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INCIDENT/ACCIDENT PROTOCOL FOR CENTRE MANAGER/FULL TIME INSTRUCTOR
MAJOR ACCIDENT (THAT HAS LIFE THREATENING IMPLICATIONS)
On being informed of a major incident or accident by a member of staff that has life threatening implications the following actions must be undertaken:

· CHECK THAT THE MEMBER OF STAFF AT THE CENTRE HAS RECORDED ALL DETAILS AS PER THE PRO-FORMA.
· IF POSSIBLE MAKE CONTACT WITH THE RELEVANT INSTRUCTOR AND AGREE NEXT STEPS AND ACTION PLAN.
· ENSURE THAT THE CENTRE MANAGER (IF RELEVANT), DIRECTOR OF PARTICIPATION AND MARKETING MANAGER HAVE BOTH BEEN INFORMED.
· RETURN TO THE CENTRE (IF POSSIBLE) TO CO-ORDINATE ACTIONS AND COMMUNICATION
· INFORMATION TO NEXT OF KIN MUST BE AGREED WITH DIRECTOR OF PARTICIPATION AND/OR MARKETING MANAGER. IN A FATAL ACCIDENT THIS IS THE RESPONSIBILITY FO THE PSNI.
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.
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