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21.Management procedure: phases and minimum requirements


2
Phase 1 – Reporting the accident


2
Phase 2 – Analysis of the accident and implementation of measures to improve safety.




	Minimum requirements for the procedure

	a) Reporting the accident to the NIIIA no later than 48 hours
b) Analysis of critical factors and implementation of measures to improve safety


Rev. 0, 14th June 2013
1. Management procedure: phases and minimum requirements
The procedure to manage accidents involving students is carried out in two major phases:
· Phase 1 – Reporting the accident
· Phase 2 – Analysis of the accident and implementation of measures to improve safety conditions.
1.1. PHASE 1 – Reporting the accident
· The person to contact for accident management procedures is the local Safety Officer.
· Heads and Department Managers inform the university's Occupational Safety and Health Service (OSHS) of any accidents that happen and that they learn about in their Unit through the Safety Officers.
· First aid officers will provide first aid and, if necessary, will call the emergency services (118) so that the injured student can be taken to A&E, as described in the emergency management plans. They will also inform the local Safety Officer.
· The local Safety Officer will inform the injured student about the bureaucratic procedure to report the accident to the NIIIA.
· This procedure requires the injured student to contact the OSHS as soon as possible after the A&E certificate has been issued.
· The OSHS will inform the injured student (or the person officially acting on his/her behalf) about the documents required to report the accident to the NIIIA and to the Public Safety authority.

The injured student will send the report on the accident and the documents issued by the health centre (hospital, etc.) to the OSHS, who will prepare the report for the NIIIA and the Police Station (after obtaining the signature of the General Manager or the HROA Manager if acting as his/her delegate).  The report is sent no later than 48 hours from when the OSHS receives the required documents related to the accident.
· The OSHS records the accident in the specific Accident application software, attaching all the case's documents.
1.2. PHASE 2 - Analysis of the accident and implementation of specific measures to improve safety conditions
· The OSHS, after being notified of the accident, in addition to reporting it, will also analyse the events to understand the factors that caused the accident to happen.
· After surveys and interviews, the OSHS will notify the SIMA if there are maintenance operations to be done or the TCA if extraordinary planning is required to improve safety conditions.
· The measures, interventions and their implementation are monitored via the Accident application software, which can also be used to manage and monitor the activities and interventions needed to improve safety.
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