Brighton Road Baptist Church Playschool

1.20 First aid, recording and reporting of accidents and incidents

First aid
Policy statement
We are able to take action to apply first aid treatment in the event of an accident involving a child or adult. At
least one adult with a current first aid certificate is on the premises, or on an outing, at any one time. Newly
qualified staff who achieved an early years qualification at level 2 or 3 on or after 30 June 2016 also have a
paediatric first aid certificate in order to be counted in the adult:child ratios. The first aid qualification includes
first aid training for infants and young children. We have evidence of due diligence when choosing first aid
training and ensure that it is relevant to adults caring for young children.
All our staff have current Paediatric First Aid (PFA) certificates, which are updated every three years. We
currently use the first aid courses provided by the West Sussex training subscription.
The current PFA certificates of staff are kept in the policies folder and are available for parents to view.

Procedures
The first aid kit
Our first aid kit is accessible at all times. The first aid box is located in the emergency box on the high shelf in
the crèche. A small first aid kit is taken on all outings.
The setting first aid kit is St. John’s Ambulance standard medium workplace kit (BS-8599-1)
With the addition of:
 1 plastic disposable apron.


A children’s forehead ‘strip’ thermometer.



Cold packs are kept in the fridge in the crèche.



The first aid box is easily accessible to adults and is kept out of the reach of children.



There is a named person (Sue Carter) in the setting who is responsible for checking and replenishing the
first aid box contents.



Medication is only administered in line with our Administering Medicines policy (1.15).



In the case of minor injury or accidents, first aid treatment is given by a qualified first aider.



In the event of minor injuries or accidents, we normally inform parents when they collect their child, unless
the child is unduly upset or we have concerns about the injury. In this case we will contact the child’s
parents for clarification of what they would like to do, i.e. whether they wish to collect the child and/or take
them to their own GP.
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 If an ambulance is called for children requiring emergency treatment, we contact parents immediately and
inform them of what has happened and where their child has been taken.


Parents sign a consent form at registration allowing a member of staff to take their child to the nearest
Accident and Emergency unit to be examined, treated or admitted as necessary on the understanding that
they have been informed and are on their way to the hospital.



Accidents and injuries are recorded on our accident forms and, where applicable, notified to the Health and
Safety Executive, RIDDOR, Ofsted and/or local child protection agencies in line with our Recording and
Reporting of Accident and Incidents Policy (see below).

Recording and reporting of accidents and incidents
Policy statement
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
Our accident forms:
-

are kept in a safe and secure place;

-

are accessible to our staff, who all know how to complete them; and

-

the accident records are reviewed at least termly to identify any potential or actual hazards.

Reporting accidents and incidents


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



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. We report to the Local Authority (LA) and to the Health and Safety Executive (HSE)

-

Any work-related accident leading to an injury to a member of the public (child or adult), for which they
are taken directly to hospital for treatment.

-

Any work-related accident leading to a specified injury to one of our employees. Specified injuries
include injuries such as fractured bones, the loss of consciousness due to a head injury, serious burns
or amputations.
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- Any work-related accident leading to an injury to one of our employees which results in them being
unable to work for seven consecutive days. All work-related injuries that lead to one of our employees
being incapacitated for three or more days are recorded in our accident book.
-

When one of our employees suffers from a reportable occupational disease or illness as specified by
the HSE.

-

Any death, of a child or adult, that occurs in connection with a work-related accident.

-

Any dangerous occurrences. This may be an event that causes injury or fatalities or an event that does
not cause an accident, but could have done; such as a gas leak.

-

Any dangerous occurrence is recorded in our incident book (see below).

Incident book


We have ready access to telephone numbers for emergency services, including the local police. Where we
rent premises we ensure we have access to the person responsible for the building and that there is a
shared procedure for dealing with emergencies.



We ensure that our staff and volunteers carry out all health and safety procedures to minimise risk and that
they know what to do in an emergency.



On discovery of an incident, we report it to the appropriate emergency services – fire, police, ambulance –
if those services are needed.



If an incident occurs before any children arrive, our manager risk assesses this situation and decides if the
premises are safe to receive children. Our manager may decide to offer a limited service or to close the
setting.



Where an incident occurs whilst the children are in our care and it is necessary to evacuate the
premises/area, we follow the procedures in our Fire Safety and Emergency Evacuation Policy or, when on
an outing, the procedures identified in the risk assessment for the outing.



If a crime may have been committed, we ask all adults who witness the incident to make a witness
statement including the date and time of the incident, what they saw or heard, what they did about it and
their full name and signature.



We keep an incident book for recording major incidents, including some of those that are reportable to the
Local Authority or Health and Safety Executive as above.



These incidents include:
-

a break in, burglary, or theft of personal or our setting's property

-

an intruder gaining unauthorised access to our premises

-

a fire, flood, gas leak or electrical failure

-

an attack on an adult or child on our premises or nearby

-

any racist incident involving families or our staff on the setting's premises

-

a notifiable disease or illness, or an outbreak of food poisoning affecting two or more children looked
after on our premises

Page 3 of 6
BRBC Playschool 7, Brighton Road, Horsham. RH13 5BD. Tel: 01403 211150
Email: playgroup@brbc-horsham.org.uk. Website: www.brbc-horsham.org.uk/playschool.
Charity Number: 1175988

Policies
1.20 First aid, recording and reporting of accidents and incidents
- the death of a child or adult


Updated 2020

a terrorist attack, or threat of one

In the incident book 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 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 standard Fire Safety and Emergency Evacuation Policy
will be followed and our staff will take charge of the children. The incident is recorded when the threat is
averted.



In the unlikely event of a child dying on our premises, the emergency services are called and the advice of
these services is followed.



The incident book is not for recording issues of concern involving a child. This is recorded in the child's
own file.

Education Inspection Framework


As required under the Education Inspection Framework, we maintain a summary record of all accidents,
exclusions, children taken off roll, incidents of behaviour which challenges and discrimination, including
racist incidents, and complaints and resolutions.

Legal framework


Health and Safety (First Aid) Regulations (1981)



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



The Health and Safety (Enforcing Authority) Regulations 1998

Further guidance


First Aid at Work: Your questions answered (HSE Revised 2015)



Basic Advice on First Aid at Work (HSE Revised 2012)



Guidance on First Aid for Schools (DfE Revised 2014)



First Aid Management Record (Pre-school Learning Alliance 2016)



Medication Administration Record (Pre-school Learning Alliance 2017)



Education Inspection Framework: Education, Skills and Early Years (Ofsted 2019)



Early Years Inspection Handbook for Ofsted Registered Provision (Ofsted 2019)



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



Accident Record (Pre-school Learning Alliance 2019)



CIF Summary Record (Pre-school Learning Alliance 2016)



Reportable Incident Record (Pre-school Learning Alliance 2015)

Page 4 of 6
BRBC Playschool 7, Brighton Road, Horsham. RH13 5BD. Tel: 01403 211150
Email: playgroup@brbc-horsham.org.uk. Website: www.brbc-horsham.org.uk/playschool.
Charity Number: 1175988

Policies
Appendix

1.20 First aid, recording and reporting of accidents and incidents

Updated 2020

At Playschool we aim to protect children at all times. We recognise that accidents or incidents may
sometimes occur. We follow this policy and procedure to ensure all parties are supported and cared for when
accidents or incidents happen; and that the circumstances of the accident or incident are reviewed with a view
to minimising any future risks.
 The person responsible for reporting accidents, incidents or near misses is the member of staff who
saw the incident or was first to find the child where there are no witnesses. They must record it on an
Accident Form and report it to the Playschool manager. Other staff who have witnessed the accident
may also countersign the form and, in more serious cases, provide a statement. This should be done
as soon as the accident is dealt with, whilst the details are still clearly remembered. Parents must be
shown the Accident Report, informed of any first aid treatment given and asked to sign the report as
soon as they collect their child.
 The Playschool manager will report serious accidents to the chair of the trustees for investigation for
further action to be taken (i.e. a full risk assessment or report under Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations (RIDDOR))
 The Accident File will be kept for at least 21 years and three months
 Where medical attention is required, a senior member of staff will notify the parent(s) as soon as
possible whilst caring for the child appropriately
 Where medical treatment is required the Playschool manager will follow the insurance company
procedures, which may involve informing them in writing of the accident.
Transporting children to hospital procedure
The Playschool manager/staff member must:
 Call for an ambulance immediately if the injury is severe. DO NOT attempt to transport the sick child in
your own vehicle
 Whilst waiting for the ambulance, contact the parent(s) and arrange to meet them at the hospital
 Arrange for the most appropriate member of staff to accompany the child taking with them any relevant
information such as registration forms, relevant medication sheets, medication and the child’s
comforter.
 Redeploy staff if necessary to ensure there is adequate staff deployment to care for the remaining
children. This may mean temporarily grouping the children together
 Inform a member of the management team immediately
 Remain calm at all times. Children who witness an incident may well be affected by it and may need
lots of cuddles and reassurance. Staff may also require additional support following the accident.
Personal protective equipment (PPE)
The Playschool provides staff with PPE according to the need of the task or activity. Staff must wear PPE to
protect themselves and the children during tasks that involve contact with bodily fluids. PPE is also provided
for domestic tasks. Staff are consulted when choosing PPE to ensure all allergies and individual needs are
supported and this is evaluated on an ongoing basis.
Dealing with blood
We may not be aware that any child attending the Playschool has a condition that may be transmitted via
blood. Any staff member dealing with blood must:
 Always take precautions when cleaning wounds as some conditions such as hepatitis or the HIV virus
can be transmitted via blood.
 Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat sterilising fluid or
freshly diluted bleach (one part diluted with 10 parts water). Such solutions must be carefully disposed
of immediately after use.
Needle punctures and sharps injury
We recognise that injuries from needles, broken glass and so on may result in blood-borne infections and that
staff must take great care in the collection and disposal of this type of material. For the safety and well-being of
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the employees, any staff member dealing with needles, broken glass etc. must treat them as contaminated
waste. If a needle is found the local authority must be contacted to deal with its disposal.
At BRBC Playschool we treat our responsibilities and obligations in respect of health and safety as a priority
and we provide ongoing training to all members of staff which reflects best practice and is in line with current
health and safety legislation.

Organisation

Contact

Ofsted

03001231231

Local authority children’s social care
01403 229900
team/ MASH
Local authority environmental health www.horsham.gov.uk/environmentalhealth/environmentaldepartment
health
Health and Safety Executive

08453009923 between 8.30 and 5pm or via website
www.hse.gov.uk

RIDDOR report form

http://www.hse.gov.uk/riddor/report.htm

This policy was adopted at a meeting of Brighton Road Baptist Church Playschool Trustees.
On

21/05/2020

(date)

Signed on behalf of the provider
Name of signatory

Clair England

Role of signatory (e.g. chair)

Chair of Trustees
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