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Care chiefs children’s nursery 

Accidents and Injuries 
 Policy and Procedure 

 
 
 

At Care chiefs children’s nursery we pride ourselves on providing children with a safe, happy 
and enriched learning environment in which they can thrive. 

We have a named responsible member of staff whose job it is to ensure the First Aid box is 
kept topped up with all the relevant paediatric resources.  
 
Named member of staff who is responsible for First Aid: Tara Donaghy  
In Tara’s absence the person responsible for First Aid is: Loren Price   
 
Pre Existing Injuries  
 
Parents and carers are required to inform a member of staff (preferably their child’s key 
person) on arriving at the setting if their child has sustained an injury since their last session 
with us. The staff member will then complete an on entry (pre-existing injury) accident 
sheet with the parent/carer. If staff see evidence of injury on a child which has not occurred 
in the Nursery and has not been reported to any member of staff, parents will be asked for 
information on the incident and instructed to fill out the appropriate paperwork. If an injury 
has been noticed by a member of the staff after parents have left the premises, parents will 
be asked to fill out the pre-existing injury form at the end of the session. If the injury 
appears serious, then parents will be contacted over the telephone for information.      

           

Minor Child Injury at the Setting 

 Most staff are first aid trained and this is on a rolling pattern to ensure there is always one 
or two members of staff trained on site. We try to ensure the key person deals with any 
treatment of injuries as trusting relations have been formed, however, this is not always 
possible. The trained staff will be notified and will take responsibility for deciding upon any 
appropriate action.                                                                                                                                                                                                                
If the child is judged to be able to safely remain at the setting, the injury will be treated as 
appropriate by the first aid trained staff member. If after treatment the child is feeling 
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sufficiently better, they will be resettled back into the activities and kept under close 
supervision for the remainder of the session.                                                                                                                                             
At the end of the session, the child’s key person (or available member of staff, in the key 
person’s absence) will fully inform the parent/carer of the accident and any treatment given 
and will be asked to sign the accident form completed by the staff member who witnessed 
the accident.                 

                                                                                                                                                                            
Major Child Injury at the Setting      

In the event of a major injury the following process should be followed:         

 Make sure injured child(ren) and area is safe and supervised by a first aid trained 
member of staff. 

 Move all other children to another area and ensure they are safe and supervised.     
  A first aid trained member of staff will be notified and take responsibility for 

deciding upon any appropriate action. This will usually be the manager or room 
leader in the manager’s absence.                                                                                                     

 The First Aider will assess the situation and decide whether the child needs to go 
straight to hospital or whether they can safely wait for their parent/carer to arrive          

If going to hospital:       

 One person to call the ambulance using the emergency call details. Double check the 
child has had permission for medical treatment given in their file.                                                                                                                           

 Once the ambulance is on the way contact parents and log contact using a contact 
log sheet. Give parents as much information as possible about the injury, which 
hospital they are going to etc.                                                                                            

 If we are unable to contact a parent or carer we will call all emergency contact 
numbers we have in order until someone can be reached and the situation 
explained. Logging all contacts and attempts on a log sheet.    

 Write up accident forms and take in the ambulance along with:        
 

1. Childs File 
2. Work mobile phone  
3. Any medications we hold for the child.  
4. Any substances and their packaging which might have been ingested.  
5. If parent can’t be here before the ambulance their key person should 

accompany the child in the ambulance. Manager or deputy in her 
absence should ensure the number of staff left behind can adequately 
supervise the children adhering to ratios in the EYFS. Some 
adjustments to the areas available for children to use may be 
necessary.  
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If you are waiting for a parent/carer:  
 
a. One person to call the parent/carer using the contact details in the register and log 
contact using a contact log sheet. Give parents as much information as possible about the 
injury.  
b. If we are unable to contact a parent or carer we will call all emergency contact numbers 
we have in order until someone can be reached and the situation explained.  
c. Write up accident forms ready for parents/carers  
 
 
Following the incident the Manager will consider whether the accident or incident highlights 
any actual or potential weaknesses in the setting’s policies, procedures, environment, 
resources etc. Appropriate adjustments will be made where necessary. 
 
 
Injuries to Staff Member, Volunteers or Visitors  
 
In the event of an injury occurring to a staff member, volunteer or visitor while at the 
setting the following procedures will be followed:  
 

 Report the injury to the manager or room leader in the manager’s absence.  
 If the injury is minor agree to relevant first aid treatment with a first aid trained 

member of staff and either self-administer this or allow the first aider to administer 
appropriate treatment.  

 Complete an accident/injury form – Adult. The injured person will be asked to sign in 
the relevant section of the form at the earliest appropriate opportunity to 
acknowledge the incident or accident and any action taken by the setting and its 
staff. If requested, they will be given a photocopy once it is complete.  

 If the injury is serious, call an ambulance and contact any known emergency contacts 
until someone can be reached and the situation explained.  

 A member of staff will accompany the injured person to the hospital if we are unable 
to reach an emergency contact before the ambulance arrives, or if requested by the 
emergency contact.  

 Manager or room leader in her absence should ensure the number of staff left 
behind can adequately supervise the children adhering to ratios in the EYFS. Some 
adjustments to the areas available for children to use may be necessary. 

 
 
Head Injury  
 
In the case of a head injury to a child or staff member the relevant procedure above will be 
followed, with the addition that a head injury section of the accident/incident form will also 
be completed. We complete a head injury form when a bump occurs to the head or In some 
circumstances the neck area. Parents will be contacted immediately with head injuries so 
they can decide on medical attention or collection Parents will be given an advice sheet on 
what to do if they were worried about their child’s injury. If the child remains on the nursery 
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premises, he/she will be observed until the end of the session. Parent’s will be given a bump 
head note to take home. 

We Define a head injury as any type of  accident/incident that has caused Injury to any part 
of the face, head and in some circumstances the neck.  

 
Accident and incident Tracking  
 
Each time an accident occurs at the setting, or a pre-existing injury is reported for a child it 
will be logged on the accident tracking form in the accident/incident folder. The accident 
tracking is to be completed the health and safety officer. This tracking sheet will be 
monitored regularly by the health and safety officer to check if there are any patterns 
present which might raise concerns regarding  
 

 The setting’s policies and procedures  
 Particular areas, equipment or activities  
 A child’s welfare  

 
 
 
Reporting Incidents and Injuries  
 
Ofsted is notified of any injury falling within their guidelines which are provided below. This 
is done as soon as possible or within 14 days of the incident.  
You must notify us (Ofsted) about:  
 

 The death of a child whilst in your care, or later, as the result of something that 
happened while the child was in your care.  

 Death or serious accident or serious injury to any other person on your premises 

 Serious injuries (please see the section below for the definition of serious injuries)  

(Where a child in your care needs to go to an Accident and Emergency Department of a 
hospital (and requires hospitalisation for more than 24 hours), either directly from your 
provision or later, as the result of something that happened while the child was in your care) 
 
We define serious injuries as:  
 

 Broken bones or a fracture  
 Loss of consciousness  
 Pain that is not relieved by simple pain killers  
 Acute confused state  
 Persistent, severe chest pain or breathing difficulties  
 Amputation  
 Dislocation of any major joint including the shoulder, hip, knee, elbow or spine  
 Loss of sight (temporary or permanent)  
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 Chemical or hot metal burn to the eye or any penetrating injury to the eye  
 Injury resulting from an electric shock or electrical burn leading to unconsciousness, 

or requiring resuscitation or admittance to hospital for more than 24 hours  
 Any other injury leading to hypothermia, heat-induced illness or unconsciousness; or 

requiring resuscitation; or requiring admittance to hospital for more than 24 hours  
 Unconsciousness caused by asphyxia or exposure to harmful substance or biological 

agent  
 Medical treatment, or loss of consciousness arising from absorption of any substance 

by inhalation, ingestion or through the skin  
 Medical treatment where there is reason to believe that this resulted from exposure 

to a biological agent, or its toxins, or infected material.  
 

We follow the guidelines of the Reporting Injuries, Diseases and Dangerous Occurrences 
(RIDDOR) for the reporting of accidents and incidents.  

All documentation is archived and kept for a period of 20 years. 

 


