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ACCIDENT POLICY AND PROCEDURES 

Laurel Farm Kindergarten recognizes and accepts its responsibility as an organization for 
providing a safe and healthy environment for all its employees, children, volunteers, parents, 
and visitors.

All staff are required to undertake appropriate First Aid training, suitable for their job and the age 
ranges of the children. 

There are First Aid kits on site within the kitchen, the Arc and the Magic Glade with an outdoor 
bag for transitions, all of which are replenished promptly after the use of any contents by Sue 
Ratcliffe who is responsible for regular first aid kit checks. All members of staff are responsible 
for daily health and safety checks.

In accordance with the Health and Safety Policy risk assessments should be undertaken of all 
activities to ensure that actions are carried out to reduce any risk of accident or injury. The Risk 
assessments can be viewed at LFK health and safety folder.

All staff should take precautions to avoid infection and must follow basic hygiene procedures. 
There is access to single-use disposable gloves and hand washing facilities. Care must be 
taken when dealing with blood or other body fluids and disposing of dressings, nappies and 
other equipment.

Parents or persons with parental consent need to be informed of serious accidents without 
delay.  They will be contacted by phone and given full details by the Kindergarten staff. If an 
accident form is completed the parent must be given a copy and sign the form which will be filed 
in the accident folder.

There are many and varied accidents that occur and not all require an accident form. The 
following injuries/illnesses MUST be recorded and the parents informed:

 Any injury or bump to the head including the face, eyes, ears etc.
 Puncture wounds
 Vomiting
 An injury that results in bruising
 An injury that results in immediate swelling.
 A cut that bleeds profusely.
 Fainting or loss of consciousness.
 Anaphylactic reactions or severe allergic reaction.
 Joint injuries
 Any accident or injury where the child shows clear signs of pain or discomfort.



This is not an exhaustive list. It is good practice to complete an accident form for every accident; 
the above should be used as a guide.

FIRST AID 

 The first aid boxes are located in the kitchen  on display where it can be seen, in the 
storage shelter in the Magic Glade and on the tablew with the register in the Arc.

 First aid bag must be taken while outdoors on transitions 
 First aid bags are accessible at all times with appropriate content for use with children.
 If single items are used they will be replaced as soon as possible. Contents are 

otherwise checked termly. 
 Emergency first aid procedures are located in the kitchen. 
 All the staff receive training in paediatric first aid, which is updated every three years to 

be in line with current practice.
 Staff certificates, and the name of the named first aider are displayed on the notice 

board. 
 First aid arrangements for offsite are detailed in the appropriate risk assessments.

MINOR ACCIDENTS - PROCEDURE 
 Minor accidents are common with young children and frequently will only require a cold 

compress or washing and appropriate dressing, alongside reassurance.
 Accidents are recorded on an accident form in the duplicate book and will be given to the 

parent/career and signed by them when the child is picked up.
 This record is then kept in the accident and incident file.
 If the child has a minor head injury we will record the accident and monitor the child 

every 10 minutes for an hour. Appropriate further action will be taken if necessary.

MAJOR ACCIDENTS - PROCEDURE 
 The named first aider will assess the situation and give appropriate help in accordance 

with their training. 
 The other member of staff will make phone calls as necessary, e.g. 999/112; 

parents/carers of injured child/ren; someone from the emergency cover list to come and 
help.

 The other member of staff will stay with the other children, removing them from the 
situation as necessary and giving them calm, comforting reassurance.



 The manager will inform Ofsted in accordance with statutory requirements: i.e. of any 
major accidents that occur, if a child has to go to hospital, and also if a parent doesn’t 
take their child to hospital when they have been advised to.

 A member of the Trustee team will be informed at the soonest possible opportunity.
 First aid boxes to be replenished as appropriate. 

EMERGENCY PLAN:
In the event of a major accident or emergency, the following people can be contacted 
immediately to provide extra support, e.g. calling an ambulance and waiting for it at the 
entrance:

Administrator:: Sally Cook 07561 521597
Ross and Emily (Site landowners based Carlingcott) 

ACCIDENTS 

In the event of an accident or an incident we will ensure that the necessary steps are taken to 
deal with the accident while maintaining the safety of the children as our prime priority. 

PROCEDURE 

All accidents on the premises are recorded on an Accident form. 
The ‘Accident Form’ contains details of the following: 

 Child’s name 
 The time and date of accident /incident 
 What happened and where it happened 
 The nature of the injury 
 Treatment given 
 Person who dealt with the accident/incident 
 Parents’ signature to show they have been informed. 

∙ Parents will be informed of the accident and asked to sign the accident form on collection of 
their child. 



∙ If a child reports an accident that has not been observed by a member of staff then an 
Accident Form must still be completed and the staff member must detail the nature of the injury 
and write, ‘self- reported by the child’. 

∙ If a child has had an accident but no obvious injury is observed, this will still be documented, 
and parents must still be informed as above 

∙ If a child sustains a head injury, the necessary first aid steps will be taken and the parents of 
the child will be contacted via phone to be informed of the head injury. Parents will then decide 
whether they would like to come and collect their child and seek further medical advice or 
whether they will leave them at school. Parents will be given advice for monitoring the child at 
home. 

∙ If a child arrives with a pre-existing injury this will also be detailed on a pre-existing injury form 
and a parent’s countersignature will be required upon collection of the child. Pre-existing injury 
forms are kept in the Safeguarding folder.

∙ Completed accident forms are then kept in the accident and incident file in a lockable cabinet 
to ensure confidentiality, and one form per accident will be completed.  

Guidelines for completing the Accident Form

 One form should be completed for each individual involved in the accident.
 Never put the names of the other individuals involved in the accident on the form
 Keep writing as clear as possible.
 Put in as much detail as is possible about the injury, eg. size, colour, shape, how much 

did it bleed.
 Check the completed form with the Teacher Manager before showing the parent/carer 

the form
 Store the completed form in a confidential file

All serious accidents involving children who attend the 
Kindergartens and the Afternoon Care must be notified to 
Ofsted Early Years by the School Administrator. 

You can report the accident by calling 0300 123 1231 or report online 
using the designated ‘Notification of Early Years Provision 
Incident’ form on the Ofsted website.



 https://www.gov.uk/guidance/report-a-serious-child-safeguarding-incident

All accidents that are not minor cuts and bruises, and near misses 
should be reported to a member of the board of Trustees.

REFERENCES

HEALTH AND SAFETY GUIDANCE FOR SCHOOLS 
https://www.gov.uk/government/publications/health-and-safety-advice-for-
schools/responsibilities-and-duties-for-schools

GUIDANCE ON FIRST AID FOR SCHOOLS https://www.gov.uk/government/publications/first-
aid-in-schoolsIn addition:

Data Protection Act 1998: In order to comply with this Act, an accident book (BI 510 or 
similar) with 1 page per accident must be used . These should be kept in a locked 
cupboard 

 Accident and Near-Miss Investigation Procedures;

 Accident and near-miss investigation is important in order to prevent similar 
accidents/incidents occurring again in the future. Effective accident/near-miss 
investigation can make a major contribution to safety management. They may result in 
risk assessments being modified and additional control measures being implemented 
and may also lead to an improvement in overall “safety culture” 
The cause of all accidents will be investigated by Laurel Farm's Chair of trustees and 
the lead teacher,  any improvement/changes made noted. Where necessary, a written 



investigation will be completed by the Laurel Farm administrator. With regard to 
investigations for major accidents and, in particular, RIDDOR accidents, further 
assistance and guidance should be obtained from the relevant Health and Safety 
Manager within Health and Safety Services in Bathnes.

For all RIDDOR accidents and dangerous occurrences, Laurel Farm Administrator will  
immediately notify the relevant Health and Safety Manager within Health and Safety 
Services or Ofsted. The chair of the Board of trustees will also be immediately notified. 

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 
1995: These regulations provide a statutory requirement for the childcare centre to 
report certain injuries, diseases and dangerous occurrences to the Health and Safety 
Executive (HSE) in writing within 10 days on the prescribed form F2508 revised. 

 More information is available on this site:

thehub.bathnes.gov.uk › Page
1. Safeguarding - The HUB - Bath and North East Somerset


