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Incident Recording

An incident is a situation when a child does something that causes harm in a way that appears 
that they are intending to hurt or damage. This may be physically hurting another child or adult 
by pushing, hitting, biting, scratching and other ways to physically hurt. It is also recognised that 
an incident can be from saying something hurtful to another person that causes them emotional 
pain.

Intentionally damaging resources and property also need to be recorded as an incident on this 
form.

Incident Forms

Any incident that happens during the hours the Kindergarten is open must be

recorded on an Incident Form, at the earliest opportunity, by the staff member who

witnessed the incident. Once completed, the staff member must sign the form.

Parents/carers need to be informed of the incident as soon as they collect their child

(unless the incident is serious enough for the parent/carer to be contacted at the

time). Once the parent/carer has been informed and has read the form they must

sign it.

All completed Incident Forms will be kept in an Incident and Accident file in a locked

filing cabinet.

Guidelines for Completing an Incident Form

 One form should be completed for each individual involved in the incident

 Never put names of the other individuals involved in the incident on the form,

use initials if necessary.



 Keep writing as clear as possible

 Put in as much detail as is possible

 Check the completed form with the Teacher Manager before showing the

parent/carer


