
GREAT TEY PRE-SCHOOL 
 
SAFEGUARDING CHILDREN AND PROMOTING CHILDREN’S WELFARE: The provider must take 
necessary steps to safeguard and promote the welfare of children. 
 
Safeguarding and Welfare Requirement: Accident or injury 
Providers must keep a written record of accidents or injuries and first aid treatment. Providers must keep a 
written record of accidents or injuries and first aid treatment. Providers must inform parent and/or carers of any 
accident or injury sustained by the child on the same day.  

 
First Aid, Recording and Reporting of Accidents and Incidents 
(Including the procedure for reporting accidents and incidents to the HSE under RIDDOR requirements) 

 

Policy statement 
 
The setting provides care for children and promotes health by ensuring emergency and first aid treatment is 

given as required.  

 

Our health and safety coordinator, Letitia Acland, will risk assess the situation and will decide if the premises 

are safe to receive children before any children arrive or to offer a limited service. This includes staff self-

isolating due to COVID-19.  

 

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(RIDDOR) for the reporting of accidents and incidents. Child protection matters or behavioural incidents 

between children are not regarded as incidents and there are separate procedures for this. 

 

Procedures 
 
§ Parents consent to emergency medical treatment consent on their child’s registration form.  
§ At least one person who has a current paediatric first aid certificate is on the premises at all times when 

children are present. 
§ Staff are all paediatric first aid trained, renewing at least every three years.  
§ There is a first aid box in the staff cupboard, also the Village Hall has a first aid box under the handwashing 

sink. The setting one is regularly checked and refilled as and when needed by the Health and Safety 

coordinator.  
§ We have single use gloves which are to be used when dealing with body fluids.  
§ We have an infrared thermometer which can be used at any time to check children’s and adults 

temperatures.  
§ If a child has a symptom of COVID-19 (temperature, constant cough or loss of taste or smell) then their 

parent/carer will be called to collect straight away. An adult will fully use PPE (apron, gloves, mask. 



Goggles will be worn if needed) and child will be removed from the other children to an area that can be 

easily cleaned once child is collected.  
§ If a member of staff has a symptom of COVID-19 then they will leave the setting straight away or remove 

themselves to an area that can be easily cleaned after they have left, while ratios of children are sorted. 
§ Any child, parent or staff will be asked to get a PCR test if showing symptoms or those who have been 

asked by NHS Track and Trace, and the results are asked to be shared with the setting. NHS Track and 

Trace will then contact close contacts.  

§ There are ice packs available in the setting’s fridge for injuries. 
§ Accident and Incidents are recorded on forms, which are photocopied for the parent/carer. They are asked 

to sign our copy at the end of session.  
§ In event of minor injuries or accidents, parents are informed when they collect their child, unless the child is 

unduly upset or members of staff have any concerns about the injury. In which case they will contact the 

parent for clarification of what they would like to do i.e. collect children and take them home, and/or seek 

advice from NHS 111.  

 

Our accident folder: 

§ is kept in a safe and secure place; 

§ is accessible to staff and volunteers, who all know how to complete it; and 

§ is reviewed at least termly to identify any potential or actual hazards. 

 

Serious accidents or injuries 

§ An ambulance is called for children requiring emergency treatment. 
§ First aid is given until the ambulance arrives on scene. If at any point it is suspended the child has died, 

Death on a child on site procedure is implemented and the police are called immediately. 
§ The registration form is taken to the hospital with the child.  

§ Parents and carers are contacted and informed of what happened and here their child is being taken to.  

 

Reporting accidents and incidents 

§ In the event of a serious accident, injury, or serious illness, the designated person notifies the designated 

officer (Chair of Committee) and records in writing as soon as possible.  
§ The setting’s manager is consulted before a RIDDOR report is filed. (Please see below for our legal 

requirements) 
§ If required a RIDDOR form is completed, one copy is sent to the parent, one for the child’s file and one is 

for the local authority Health and Safety Officer.  
§ Ofsted is notified as soon as possible, but at least within 14 days, of any instances which involve: 

- food poisoning affecting two or more children looked after on our premises; 

- a serious accident or injury to, or serious illness of, a child in our care and the action we take in 

response; and 

- the death of a child in our care. 

§ Local child protection agencies are informed of any serious accident or injury to a child, or the death of any 

child, while in our care and we act on any advice given by those agencies. 



 

§ Any food poisoning affecting two or more children or adults on our premises is reported to the local 

Environmental Health Department. 

§ We meet our legal requirements in respect of the safety of our employees and the public by complying with 

RIDDOR (the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations). We report to the 

Local Authority (LA). 

§ RIDDOR reportable events include: 

- Specified injuries at work, as detailed at www.hse.gov.uk/pubns/indg453.pdf 

- Fatal accidents to staff, children, parents, carers and visitors. 

- Accidents resulting in the incapacitation of staff for more than seven days. 

- Injuries to members of the public, including parents’ and children, where they are taken to hospital. 

- Dangerous ‘specified’ occurrences, where no-one is injured but they could have been. (these are 

usually industrial incidents). 

This may include:  

- a member of staff injures back at work through lifting and is off for two weeks 

- a parent slips on a wet floor near the water tray and is taken to hospital 

- a child falls from a climbing frame and is taken to hospital 

- the ceiling collapses 

- an outbreak of Legionella 

§ The setting manager informs the committee and completes an accident and/or incident record; witness 

statements are taken as previously detailed. 

§ If the incident is RIDDOR reportable, the setting manager telephones HSE Contact Centre on 0345 300 

9923 or reports online at www.hse.gov.uk/riddor/report.htm  

§ RIDDOR Reportable events require reporting to RIDDOR within 15 days of the event occurring. 

§ The local authority investigates all reported injuries, diseases or dangerous occurrences. They will decide if 

there has been a breach in health and safety regulations and will decide what measures will be taken.  

§ The committee reviews how the situation was managed, as above, to ensure that investigations were 

rigorous and that policies and procedures were followed. 

§ If an insurance claim is likely: 

- incidents such as fire, theft or flood are notified to the insurance provider immediately 

- the setting does not admit liability 

- if broken or faulty equipment is involved, it must not be repaired, destroyed or disposed of, in case 

it is needed during the investigation 

- if communication from a solicitor is received on behalf of the injured party, this is sent directly to the 

insurance provider; the setting manager will then write to the solicitor to confirm that the letter has 

been passed on 

- the incident is not discussed with any outside persons, or other parents, no matter what questions 

they may ask about their own child’s safety in relation to the incident, as it is regarded as 

confidential under the Data Protection Act. 

. 

 



 

 

 

Recording Incidents 

§ We have ready access to telephone numbers for emergency services, including the local police.  

§ We have contact details for the Village Hall manager in case of building related emergencies. 

§ We ensure staff know what to do in an emergency. 

§ We keep a record of any major incidents, including those that that are reportable to the Local Authority as 

above. 

§ These incidents include: 

- a break in, burglary, vandalism, or theft of personal or the setting's property; 

- an intruder gaining unauthorised access to the premises; 

- a fire, burst pipe, leak, flood, gas leak or electrical failure; 

- severe weather that has caused an incident or damage; 

- an attack on member of staff or parent on the premises or nearby; 

- staff/parent threatened/assaulted on the premises by parent or visitor; 

- any racist incident involving staff or family on the setting's premises; 

- outbreak of COVID-19 (please see outbreak management plan); 

- a notifiable disease or illness, or an outbreak of food poisoning affecting two or more children looked 

after on the premises; 

- lost child (see missing child policy); 

- the death of a child or adult; 

- a terrorist attack, or threat of one, and 

- any event or information that becomes known, that may have implications for the setting or the 

organisation in the future. 

§ On the incident form (special circumstances risk assessment) we record the date and time of the incident, 

nature of the event, who was affected, what was done about it or if it was reported to the police, and if so a 

crime number. Any follow up, or insurance claim made, is also recorded. 

§ In the unlikely event of a terrorist attack, we follow the advice of the emergency services with regard to 

evacuation, medical aid and contacting children's families. Our Fire Safety and Emergency Evacuation 

Policy and/or Lockdown Policy will be followed and staff will take charge of their key children. The incident 

is recorded when the threat is averted. 

§ In the unlikely event of a child dying on the premises, for example, through cot death in the case of a baby, 

the emergency services are called, and the advice of these services are followed. 

§ The incident forms are not for recording issues of concern involving a child. This is recorded and stored 

confidentially. 

 

Death of a child on-site 
 
Identifying 



§ If it is suspected that a child has died in the setting, emergency resuscitation will be given to the child by a 

qualified First Aider until the ambulance arrives.  

§ Only a medical practitioner can confirm a child has died. 

 

Informing 

§ The manager of the session ensures emergency services have been contacted; ambulance and police.  

§ The parents are contacted, informing them that there has been an incident involving their child and that an 

ambulance has been called; asking them to come straight to the setting or hospital as appropriate. 

§ The manager of the session calls the designated person and the designated officer and informs them of 

what has happened. 

§ The committee are contacted and a child protection record form and special circumstances risk 

assessment are prepared by the designated person and designated officer. 

§ A member of staff is delegated to phone all parents to collect their children. The reason given must be 

agreed by the designated officer and the information given should be the same to each parent. 

§ The decision on how long the setting will remain closed will be based on police advice. 

§ Ofsted are informed of the incident by the nominated person and a RIDDOR report is made. 

§ Staff will not discuss the death of a child with the press. 
 

Responding 

§ The committee will decide how the death is investigated within the organisation after taking advice from 

relevant agencies.  

§ The committee will coordinate support for staff and children to ensure their mental health and well-being.  
 

Legal framework 
§ Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (As Amended) 

§ * The Health and Safety (Enforcing Authority) Regulations 1998 

 

Further guidance 
 

§ RIDDOR Guidance and Reporting Form: www.hse.gov.uk/riddor 
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