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Little Dino Playgroup

Accident Report Policy

Purpose:
At Little Dino Playgroup, we are committed to maintaining a safe and secure environment for all children, staff, and visitors. We recognise that, despite our best efforts, accidents can occasionally occur. This policy outlines the procedures for recording, reporting, and responding to accidents in order to ensure transparency, safety, and compliance with legal requirements.


Aims:

* To ensure all accidents are dealt with promptly, appropriately, and with care.
* To record and report all accidents accurately in accordance with EYFS and HSE guidelines.
* To identify and reduce risks to prevent recurrence.
* To maintain clear communication with parents, carers, and relevant authorities.
* To protect the welfare of all children and staff in our care.


Implementation:

1. Immediate Response

* If an accident occurs, the nearest available staff member will attend immediately and provide first aid as required.
* Only staff with a current Paediatric First Aid certificate will administer first aid to children.
* Staff will ensure that other children are kept calm and safe while assistance is provided.
* If a serious injury occurs, emergency services (999) will be contacted immediately.


2. Recording the Accident

* All accidents, regardless of severity, must be recorded in the Accident Report Book / Online System as soon as possible after the incident.
* The report must include:

  * Child’s full name and date of birth
  * Date, time, and location of the accident
  * Description of how the accident occurred
  * Nature of the injury
  * Action taken (including first aid administered)
  * Name and signature of the staff member completing the report
  * Name and signature of the staff member who witnessed the incident (if applicable)
  * Manager’s signature for review


3. Informing Parents / Carers

* Parents or carers will be informed as soon as possible, either verbally at collection or by phone if necessary.
* The parent/carer will be asked to sign the accident report to confirm they have been informed.
* In the case of head bumps, parents are contacted immediately by phone, even if the injury appears minor, and a Head Bump Notification Form is provided.


4. Serious Accidents

· For any serious accident or injury (e.g. broken bone, head injury, loss of consciousness, hospital treatment required):

  * The Manager or Deputy Manager must be notified immediately.
  * Parents will be contacted straight away.
  * Emergency services will be called if needed.
  * The incident will be reported to Ofsted and  RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) within statutory timeframes.


5. Staff and Visitor Accidents

* Accidents involving staff or visitors must also be recorded in the Staff/Visitor Accident Book
* If medical attention is required, the Manager must report the incident in line with RIDDOR requirements.


6. Review and Monitoring

* The Manager / Health and Safety Lead will regularly review accident records to identify patterns or recurring risks.
* Preventative measures (e.g. equipment checks, environment adjustments, staff training) will be implemented as necessary.
* Accident data will be discussed during staff meetings to improve safety practices.


7. Confidentiality

* Accident records are treated as confidential documents and stored securely in lineinvolvel GDPR requirements.
* Records will only be shared with parents, carers, Ofsted, or relevant health professionals when required.


8. Supporting the Child

* Children involved in accidents will be comforted and monitored for the rest of the session/day.
* Staff will communicate any follow-up care instructions to parents (e.g. apply ice, observe for symptoms).
* Where necessary, an incident report will also be completed if the accident was caused by another child’s actions.


Roles and Responsibilities

· Manager / Health & Safety Officer:

  * Ensures policy compliance, staff training, and record monitoring.
  * Reports serious accidents to Ofsted and RIDDOR where required.
* All Staff:

  * Follow procedures for recording, reporting, and responding to accidents.
  * Keep up-to-date Paediatric First Aid certification.
* Parents/Carers:

· Inform the playgroup of any pre-existing injuries upon arrival to ensure accurate record-keeping.


Legal Framework

This policy is based on:

* Early Years Foundation Stage (EYFS) Statutory Framework (2024)
* Health and Safety at Work Act (1974)
* Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 2013)
* Data Protection Act (2018) / UK GDPR


Review:

This policy will be reviewed annually or sooner if legislation or guidance changes.

Reviewed by: Manager / Health & Safety Lead
Next Review Date:September 2026
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