
 

Accident,Incident and First Aid Policy 

Berriew pre-school understand the importance of keeping all 

children/staff members as safe as possible, we ensure that our staff to child ratios are 

always maintained.  

1:8 for 3+ children and 1:4 for 2+ children. 

 

Procedure for accidents  

• For all accidents, staff fill out an accident forms. 

• Any accident involving a child or adult is recorded in this way.  

• For minor accidents (eg small cuts, grazes) parents will not be notified.  

• When necessary, first aid will be administered by the staff who are first aid trained.  

The Manager and Deputy are our main first aiders, We ensure all staff keep their first 

aid training up to date and record in their staff files in line with NMS. 

• At the end of the session the parent or carer collecting the child will be informed and asked 

to sign the accident form. 

• For more serious accidents the parents will be informed straight away from our first aider. 

• If necessary, staff will call the emergency services, before calling parents.  

• Accident forms are kept on file for 20 years.  

• Accident forms are reviewed on a regular basis to check for patterns or repeated accidents 

and identify potential risks and hazards. 

 

The following information is recorded on the Accident/ Incident Report:  

• Whether it is an accident or incident being reported  

• Full name of child  

• Child’s date of birth  

• Date of accident or incident  

• Time of accident or incident  

• Name and signature of person who dealt with the accident or incident  

• Description of accident or incident  

• Description of care given  

• Name of person who gave care  

• Description of injury (if applicable)  

• Position of the injury illustrated on the body map  



 

• Witness signature (only if witnessed)  

• Counter signature (must be a qualified practitioner)  

• Signature of parent or carer  

It is then that member of staff’s responsibility to ensure that the parent or carer is informed 

about the accident or incident and the report is signed by that parent or carer on the day that 

the accident occurred. (The name of any other child involved in an accident or incident must 

remain confidential).  

In the event of an Accident/ Incident Report not being signed by a parent or carer on the 

same day, the staff member responsible must notify the Manager/Deputy . 

The Manager/Deputy has the overall responsibility to immediately inform the parent or carer 

by telephone of the accident or incident, making a note of the time and date of the call on the 

Accident/ Incident Report., and then ensure that the Accident/ Incident Report is signed by 

the parent or carer at the next possible opportunity.  

It is the responsibility of the Manager/deputy to check that all Accident/ Incident Reports 

have been accurately completed, signed appropriately on the day and then filed. 

We regularly review the Accident/ Incident File to ensure that any issues are 

addressed. 

Review how many accidents or incidents happen in a term.  

What types of accidents or incidents occur.  

Identify any potential or actual hazards.  

Identify any patterns in children having a higher rate of accidents or incidents. 

 

Dealing with Accidents to Children that are not Witnessed  

The above procedure applies but with the following change: 

 If the accident, incident or injury has not been witnessed by a member of staff or another 

adult, then the member of staff dealing with the accident must gain an account of what 

happened from the child, and any other children, if they are able to verbalise this or 

communicate in any other way. The member of staff must record the child’s account of 

events on the Accident/ Incident Report and clearly state that the accident was not 

witnessed 

Dealing with Prior Accidents or Incidents to Children  

A “Prior Accident or Incident” is an accident or incident that happened outside the setting 

that has caused and injury or the seeking of medical advice. 

If a apparent shares with a member of staff information about a prior accident/incident- then 

it is the responsibility of that staff member to let the Manager/Deputy know and share 

information with all staff, a record will be kept in the diary and a Accident/Incident form will 

be filled out if applicable.  

 

 



 

Dealing with Accidents to Staff,  

Volunteers or Other Adults We keep written records of all accidents or 

injuries to staff, volunteers or other adults together with any first aid 

treatment given. 

The accident is recorded in the “Accident Book” by the adult who has had the accident or if 

this is not possible, by the First Aider on site.  

The Pre-School Manager/deputy must also be informed.  

The Accident Book is kept in a safe and secure place. It is regularly reviewed to 

identify any potential or actual hazards or any other issues that need to be addressed. 

First Aid Kit-  

• Our first aid kit is stored on a high shelf in setting, easily accessible by all members 

of staff 

• All staff members are shown where the first aid kit in their induction when starting at 

the setting. 

• We have 2 named first aiders- The manager and Deputy- It is their responsibility to 

ensure the First Aid kit is kept up to date and restocked. Please see first aid checklist 

attached. 

• The First aid kit is checked every half term. 

 

 

We meet our legal requirements for the safety of our employees by complying with 

RIDDOR (the Reporting of Injury, disease and dangerous Occurrences Regulations).  

We report to the Executive: 

• Any accident to a member of staff requiring treatment by a general practitioner or 
hospital. 

• Any dangerous occurrences. This may be an event that causes injury or fatalities or 
an event that does not cause an accident but could have done, such as a gas leak. 

• Any dangerous occurrence is recorded in our Accident/Incident Book. 
 
Reporting of Accidents or Illness  

We report the following:  

       • CIW is notified as soon as possible, but at least within 14 days, of any instances which 

involve:  

• food poisoning affecting two or more children looked after on our premises 

• A serious accident or injury to, or serious illness of, a child in our care and the action 

we take in response 

• The death of a child in our care. 

• Break in, burglary, theft of personal or the settings property. 

• Fire flood, gas leak or electrical failure. 

• Attack on member of staff or parent on the premises or nearby. 

• Any racist incident involving a staff or family on the pre-school’s premises. 



 

We keep a Major Incident Book for recording incidents including 
those that are reportable to the Health and Safety Executive as 
above. 

• In the incident book we record the date and time of the 
incident, nature of event, who was affected what was done about it – or if it was 
reported to the police, and if so a crime number. Any follow up, or insurance 
claim made, should also be recorded. 

• In the unlikely event of a terrorist attack we follow the advise of the emergency 
services with regard to evacuation, medical aid and contacting children’s families. 
Our standard Fire Safety Policy will be followed and staff will takecharge of the 
children. The incident is recorded when the threat is averted.  

• In the unlikely event of a child dying on the premises, the emergency services are 
called, and the advice of these services are followed. 

 

This  Accident,Incident and first aid policy and procedure was passed for 

use in Berriew Pre-school. 

On:  

By:                                              Position: 

Date of planned review:  


