
 

 
 
 

 
 

 

 

 

Howden Review the 
Accident Form and 
instruct a loss adjuster 
as necessary. 

 The Safety team inputs the concussion 
against the relevant Pelham contact 
record.  

Once evidence is received, the 
Safety team updates the ‘fit to 
return’ date against the relevant 
Pelham contact record. 

If you need any advice 
or support, please 
contact the Safety 
Team:  
Safety@PCUK.org  
 

The person who completed 
the form. 

Forward the email copy to the 
DC and Branch H&S Officer or 
nominated contact and then 
delete the email.  

Yes 

The safety team initiates 
concussion protocol 

The injured person can request a 
review of their concussion if 
diagnosed by someone not 
registered with GMC. They may be 
signed back as fit by a GMC 
registered doctor, and this must be 
evidenced with a letter.  

The safety team review all accident 
forms and upload them onto the 
relevant Pelham contact record. 

The online form is sent to: 
  
 

 A Member, Coach, Volunteer, Official or Member of Staff 
has been diagnosed with concussion.  

Start 

The nominated person fills in an 
online accident form, noting that 
they have a concussion.   

The Safety Team at            
Head Office 

The Insurance Broker - Howden 

The DC and H&S Officer 
to review the form and 
investigate if necessary.  

Did the injured person have suspected 
or confirmed concussion? 

No 

No further action required The safety team contacts the 
Branch DC or nominated contact 
to discuss and confirm if the 
person has concussion.  Does the injured person have 

confirmed concussion? 

Yes 

No No further 
action required 

 Auto email sent to parents if a 
member or coach, volunteer, 
copying DC and AR, explaining 
that they are not able to 
participate in activities for 21 days.  

 At the end of the 21 days or once the 
fit note is received, the concussion 
updated in the Pelham contact record 
and the member, coach, volunteer can 
re-commence activities.   

Letter evidence is emailed to 
Safety@pcuk.org by parent or Coach 
copying in Branch DC and AR.   

The ‘fit’ note is uploaded 
against the Pelham contact 
record.  

Note: the injured person 
must be symptom free for 
two weeks before taking 
part in Pony Club activities, 
the branch DC should 
contact Safety@pcuk.org if 
the 21 days suspension 
needs extending.   

Head Injury and Concussion Reporting 
Process – Suspending Participation 
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