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Accident/ Incident Policy and Procedure

Accidents can be very distressing for anyone involved so at Docklands Day Nursery, we follow this policy and procedure to ensure all parties are supported and cared for and their health and safety and welfare is protected throughout their time at the nursery. 

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) for the reporting of accidents and critical incidents. Child protection matters or behavioural incidents between children are not regarded as critical incidents for this purpose and there are separate procedures for these. 

· Accident and incidents 
  Accident and incident forms are located in every room in a folder

· All accident and incident forms that are completed are filed away and put in to the accident and incident folder located in the office in a locked cupboard. 

· The person responsible for reporting accidents, critical incidents or near misses is the member of staff who witnessed the incident. They must record on the accident form and report it to the manager on site. This should be done as soon as the accident is dealt with, whilst the details are still clearly remembered. Accident forms must be shared with parents, informing them of any first aid treatment given and asked to sign the form as soon as they collect their child. 

· If a mark becomes visible on a child, however we are unaware on how this has occurred, the details of where the mark is and how the child reacted and any first aid treatment given this still needs to be written on the accident/ incident form and parents are to sign this when they pick up their child. 
· Any head injuries to a child, the parents must be advised immediately by phone, the child will be either collected by the parent or monitored for the remainder of the day. All information must be recorded on the accident form including time of injury. 

· Accident reviews are reviewed to determine a frequency or pattern of accidents e.g if one child is having a repeated number of accidents, a particular area in the nursery or a particular time of the day when most accidents happen. Any patterns will then be investigated by the nursery manager. 

· The DSL will also report serious accidents to the manager for investigation for further action to be taken. 

· The accident file will be kept for 21 years and three months. 

· Where medical attention is required, a senior member of staff will notify the parents as soon as possible whilst caring for the child appropriately. 
· The registered person will report any accidents of a serious nature to Ofsted where necessary. 

· If a accident or incident from home has occurred, the staff member collecting the child must hand over a incident or accident from home form so the parent can fill this out on site so everyone is aware what has happened to the child, keeping in mind to monitor the child of necessary.        
Incidents

· These are occurrences of situations that lead to serious consequences. These include: biting, dealing with abusive adults, situations of substance misuse etc. 
· Should an incident of any kind take place at Docklands Day Nursery, an incident form should be completed. It must also be reported to the nursery manager immediately, to investigate the matter further. 
Emergency treatment 

The nursery treats its responsibilities and obligations in respect of health and safety as a priority and will provide ongoing training to all members of staff which reflects best practice and which will be in line with current health and safety legislations. 
· ALL Docklands Day Nursery staff are first aid trained

· The nursery will ensure that all first aid equipment is kept clean, replenished and replaced as necessary. Sterile items will be kept sealed in their packages until needed. 

· Safety gloves must be worn when dealing with any cuts and then disposed of in an appropriate manner 

· The wound will be cleaned with sterile cloths, or a cold compress applied. No ointment will be applied. 

· If hospital attention is needed then the nursery manager, deputy will make that decision and will take the necessary actions to get the child or person to hospital. 

· Staff must be aware of procedures for telephoning for an ambulance. Every effort must be made to contact the parent/ carers. 

Transporting children to hospital procedure

· Prior parental consent for emergency medical treatment is requested as part of the admission form when the child joins the nursery. 

· If the child is severe, call for an ambulance immediately. DO NOT attempt to transport the sick child in your own vehicle. 

· Whilst waiting for the ambulance, contact the parent and arrange to meet them at the hospital. 

· A senior member of staff must accompany the child and collect the child’s details and relevant forms, medication sheets, medication and the child’s comforter. A member from the management team must also be informed immediately. 

· Always remain calm. Children who witness an incident may well be affected by it and may need plenty of reassurance.
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NB: From 02/12/2022 all policies are electronically signed off as an e-signature by writing my full name in italics.
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