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Barley Lane Montessori Pre-School and after School Centre
MANAGING ACCIDENTS & INJURIES
Further to our continued dedication to ensuring the safety of all in our care, we have designed the Centre in such a way as to minimise the injury that can come to children in our care. However, when an accident or injury does occur, we are equipped to promptly deal with the incidence. 

Most of our Staffs are trained Paediatric First Aiders and there is a First Aid Box located at the office of the Centre Manager equipped with the necessary requirements to handle most minor injuries.

In the case of a serious accident or injury, we will arrange immediately for the child to be taken to the A&E, and place a call to the parents/carers to meet us at the hospital.

All accidents to children and adults must be recorded in the relevant accident/incident Report form, as soon as possible and parents/carers are informed of the injury as soon as practicable, and they are also advised of the first aid treatment given.

Accident Procedure

1. If an accident occurs at the Centre, it will be dealt with by a first aider (as all our Staff are trained first aiders, the attending first aider will be the staff that witnessed the injury/accident or the Floor Supervisor.
2. The Accident Book is kept in the Manager’s Office.
3. The member of staff who witnessed the accident and the member of staff administering first aid complete the Accident Book.
4. The parent is informed.  It is up to the Manager’s discretion if they think that the parent needs to be informed at an earlier stage, however the Manager will inform the parents about all head injuries.
5. The parent is asked to read and sign the Accident Book, after agreeing that they fully understand everything written on it.
6. In the unlikely event of a serious accident e.g. Extreme blood loss, or unconsciousness, an ambulance will be called immediately and the parents notified.  A member of staff will accompany the child to hospital in the ambulance if the parent is unable to do so.
7. Every effort will be made to contact the parent or another named person on the child’s contact list.

Record of Accident to a Child must include:
· Name of child and date of birth

· Date and time (this is particularly important in the case of head injuries)

· Nature and cause of accident 

· Any visible signs of injury e.g. bruising.  State where marks are located.  A check should be made during the session in case bruising occurs later and the record added to.

· Treatment given

· How the child responded to the injury – e.g. upset, not concerned, etc.

· Printed name and signature of member of staff dealing with injury.  Name and signature of witness

· Details of how the child appears after, say half an hour.  In the case of head injuries the child should monitor regularly throughout the session and behaviour noted.

· At the end of the session the record must be read and signed by the parent/carer and a copy of the report should be handed to them.

· In the case of an injury being caused by another child, that child’s name should not be included in the report but referred to as ‘another child’.  An ‘Incident’ report can be made for the other child, if appropriate.

In an Emergency:
· The child must not be taken to hospital by car

· If the child requires hospital admission an ambulance will be called – dial 999
· Parents must be notified immediately

· If parents are unavailable, notify emergency contact

· Ensure all medical records are taken to the hospital

· If necessary arrange for bank staff to come into the group to maintain ratios

· Keep other children distracted and reassured

Accidents to Adults records should include:
· Name of injured person

· Date of birth

· Position held in the nursery

· Date and time of accident

· Particulars of injury/accident

· Activity at time of injury/accident

· Place of injury/accident

· Details of injury/accident

· First aid treatment given (if any) including if injured person taken to hospital.  If so which hospital?

· Names of person(s) witnessing the injury/accident and signature(s)

· Name of person dealing with the injury/accident and signature(s)

In an Emergency:

If a member of staff has to be taken to hospital an ambulance should be called and they must be accompanied.  Adequate cover must be maintained in the nursery to comply with adult:child ratios.  The next of kin of the staff member should be notified.
Notifying OfSTED: 
In the case of a serious accident, illness or injury to, or death of, a child while in our care, we would inform OfSTED as soon as reasonably practicable but not more than 14 days of the date of the incident, and of the action we took.

We would also notify LSCB of the incidence after which we would act on any advice from them.

Useful contacts:

(a) LSCB (Local Safeguarding Children Board) – Ley Street House, 497-499 Ley Street, Ilford, Essex, IG2 7QX. Tel: 0208 708 5961
(b) OfSTED (Office for Standards in Education) – 0300 123 1231
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