
ACCIDENT and INCIDENT PROCEDURE  

At least one member of staff on duty has a current paediatric First Aid certificate, their name is 

displayed on the board daily. On outings, there is at least one person with a current Paediatric 

First Aid certificate. First Aid training is Surrey County Council approved and relevant for workers 

caring for young children and is updated every 3 years. Some staff also have Emergency 

Paediatric First Aid. 

The First Aid box is kept in a designated area on the kitchen shelves, the expiry dates for contents 

are recorded and contents are renewed as necessary.  

Parents are asked to sign on the registration form giving consent for emergency medical 

treatment, an emergency contact number is required and in the event of a hospital admission the 

child’s key person will accompany the child where parents are unable to be contacted.  

Any accident to a child or to a member of staff is recorded, the parent or carer is asked to sign the 

record and is given a copy and a record is kept with the child’s confidential records. If an accident 

involves a hospital visit, then 3 copies are made, one for the records, one for the parent and one 

for the hospital.  These records are reviewed half termly to identify any potential hazards. Any 

hazard is recorded on the daily risk assessment chart.   

The accident record contains:  

 Full name of the casualty  

 Time, date and place of the accident  

 Details of the injury and treatment given by whom, any witnesses and contact details if 

necessary  

 Parent’s signature and a layout of the accident area if appropriate  

 On arrival at the setting, any child with an existing injury must be recorded, signed by the carer 

and kept with the child’s confidential records.  

3.50 Safeguarding and Welfare Requirement: Accident or injury Providers must ensure there 

is a first aid box accessible at all time with appropriate content for use with children. Providers 

must keep a written record of accidents or injuries and first aid treatment. Providers must inform 

parents and/or carers of any accident or injury sustained by the child on the same day, or as soon 

as reasonably practicable, of any first aid treatment given.  

3.25 Staff qualifications, training, support and skills: At least one person who has a current 

paediatric first aid certificate must be on the premises at all times and available at all times when 

children are present and must accompany children on outings.  

 



Ofsted 0300 123 1231 must be notified of any serious accident, illness or injury to, or death of any 

child while in their care and of any action taken. Notification to Ofsted of the accident must be 

made within 14 days. 

https://ofstedonline.ofsted.gov.uk/ofsted/Ofsted_Early_Years_Notification.ofml  

The Multi Agency Safeguarding Hub (MASH) 0300 470 9100 must be notified of any serious 

accident or injury to, or death of a child while in their care and the setting must act on any advice 

given.  

The Local Authority Designated Officer (LADO) 0300 123 1650, option 3 must also be informed 

and advice acted on.  

The incident record contains:  

 Full name of the casualty  

 Time, date and place of the incident  

 The nature of the incident, including any triggers and who was involved  

 How the situation was handled, including any restraints used  

 Witnesses, signatures and any consequences  

The parent / carer is asked to sign and keep one copy, while a record kept with the child or adult’s 

confidential records.  

As an employer any work-related deaths, and certain work-related injuries, cases of disease, 

and near misses involving your employees wherever they are working.  

The death of any person: All deaths to workers and non-workers, with the exception of suicides, 

must be reported if they arise from a work-related accident, including an act of physical violence to 

a worker.  

Specified injuries to workers: The list of ‘specified injuries’ in RIDDOR 2013 replaces the previous 

list of ‘major injuries’ in RIDDOR 1995. Specified injuries are (regulation 4):   

 fractures, other than to fingers, thumbs and toes  

 amputations  

 any injury likely to lead to permanent loss of sight or reduction in sight  

 any crush injury to the head or torso causing damage to the brain or internal organs  

 serious burns (including scalding) which:  o covers more than 10% of the body o causes 

significant damage to the eyes, respiratory system or other vital organs  



 any scalping requiring hospital treatment  

 any loss of consciousness caused by head injury or asphyxia  

 any other injury arising from working in an enclosed space which:   

• leads to hypothermia or heat-induced illness   

• requires resuscitation or admittance to hospital for more than 24 hours  

  

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

Any accident/ incident records are kept securely after the child has left the setting for up to the age 

of 21 and 3 months or the age of 24 if the accident/incident was a deliberately caused personal 

injury.  
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