
 
Kushti Bok Accident and Incident Reporting Policy  

Kushti Bok is committed to ensuring the health, safety, and well-being of all 
individuals involved in our work including staff, volunteers, and clients 
accessing our projects and services. Our aim is to create a safe and 
supportive environment for all individuals involved in our activities and 
demonstrate our commitment to risk management and continuous 
improvement. 

This Accident and Incident Reporting Policy outlines the procedures for 
reporting and managing accidents, incidents and near-misses that happen 
within our organisation, or involving people when connected with our 
organisation. 

An accident is an unplanned event that results in injury, damage to property, 
or a disruption to our work.  An incident is similar to an accident and may 
cause harm, loss or disruption but has not resulted in injury or damage.  A 
near-miss is when something happens that could have caused injury, 
damage, harm, loss or disruption but didn’t.  If you aren’t sure if something 
counts as a near-miss you should talk to your line-manager, contract 
manager or the CEO. We prefer to be cautious and recognise that too many 
reports are better than too few. 

 

Reporting Responsibilities 

All staff members, volunteers, and contractors are responsible for promptly 
reporting accidents and incidents to their line-manager, contract manager 
or the Chair.  This includes if you observe something happening whilst you 
are away from Kushti Bok premises or with colleagues from another 
organisation. 
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Staff and volunteer line-Managers and contract supervisors are 
responsible for ensuring that all accidents, incidents and near-misses are 
reported and documented in accordance with this policy. 

Reporting Procedure 

In the event of an accident, incident or near-miss, the following steps 
should be taken: 

​​ 1. Ensure the immediate safety of all individuals involved and 
provide any necessary first aid or medical assistance. 

​​  
​​ 2. Notify their line-manager, contract manager or the Chair of the 

accident, incident or near-miss as soon as possible. 
​​  
​​ 3. Complete an Accident/Incident Report Form, providing details of 

the date, time, location, individuals involved, nature of the accident 
or incident, and any witnesses. 

​​  
​​ 4. Submit the completed Accident/Incident Report Form to the 

line-manager, contract manager or the Chair 

Documentation and Investigation 

All accidents, incidents and near-misses reported will be documented and 
investigated promptly and thoroughly by line-manager, contract manager or 
the Chair. Investigations will aim to identify the root cause(s) of the 
accident or incident and what action needs to be taken to avoid a similar 
event happening again. Any actions taken as a result of the investigation 
will be documented and communicated.  

Information related to accidents and incidents will be treated with 
confidentiality and shared only on a need-to-know basis. Personal 
information of individuals involved in accidents or incidents will be handled 
in accordance with data protection regulations. 
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Training and Awareness 

All staff members and volunteers will receive training on the Accident and 
Incident Reporting Policy as part of their induction process. Regular 
refresher training sessions will be conducted to reinforce reporting 
procedures and maintain awareness of safety practices. 

 

Compliance and Implementation 

Compliance with the Accident and Incident Reporting Policy is mandatory 
for all staff members, volunteers, and contractors. 

Failure to report accidents or incidents, or deliberate falsification of 
reports, may result in disciplinary action in accordance with organisational 
policies. 

This Accident and Incident Reporting Policy will come into effect 
immediately upon approval by senior management. 

All staff members, volunteers, and contractors are expected to comply with 
this policy from the date of implementation. 

The Kushti Bok Board of Trustees will review and analyse accident and 
incident reports on a regular basis to identify trends, patterns, and 
opportunities for improvement. Findings from reviews will be used to 
inform the development of preventive measures and safety initiatives. 

 

Policy Adopted 8/4/2026  
Policy Review Due 8/4/2028 
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