
                                                                                                                                     

Accident and Injury Policy  

 

Purpose:  

Little Ray’s endeavours to ensure that children in our care are protected from accidents and 

injuries. Measures are taken to reduce the risk of accidents and procedures are in place in 

the event an accident or injury should occur.  

We also acknowledge that as children grow and develop they may have accidents and that 

these can occur both at home and at nursery. This policy sets out measures taken to prevent 

and reduce accidents and the procedures to follow in the event of an accident.  

Policy:  

Measures Taken to Reduce Risk  

▪ Daily risk assessments are conducted by staff before the building is opened to children. 
This is to ensure that premises are safe to operate. This includes our outside area daily risk 

assessment.  Any faults or damage established from this check are reported to the most 

senior person on duty, recorded on the risk assessment form and appropriate action is 

taken to resolve the matter.  

▪ Broken toys or equipment should be removed by the member of staff who discovered the 
issue and reported to the Duty Manager.  

▪ Appropriate staff ratios are maintained.  

▪ Staff are requested to be vigilant to potential hazards and report these to the Duty  

Manager.  

▪ Staff are trained in paediatric first aid and food hygiene.  

▪ First Aid boxes are present in the main nursery hall and kitchen area, these are checked 

and replenished on a regular basis. We carry a first aid box in our forest school trolley when 

operating our forest school days and carry first aid kits when transporting the children. 

 

 



                                                                                                                                     

Qualified First Aiders  

The majority of our staff are paediatrically first aid trained and have additional mountain 

and outdoor pursuits first aid training.  There will always be at least one trained first aider at 

our sites. 

Dealing with an Accident  

▪ The situation is assessed, and the Duty Manager informed – immediately if the accident is 

serious.  

▪ Emergency first aid is given if required.  

▪ The Emergency Services are called if required – see ‘Calling for an Ambulance’  

▪ The child is comforted and reassured as needed.  

▪ Information is collated to help manage the situation and to understand how the accident 
happened. For example, for falls, how far did they fall, and did they trip over something?  

▪ If the child requires further medical treatment the individual with parental responsibility is 
informed without delay.  

▪ If the child receives a bump to their head, it is our policy to contact the parent / carer to 

notify them and the child is monitored for any side effects and / or concussion. If the bump 

to the head is deemed significant the child’s parents / carers will be notified immediately, 

for the child to be taken home or to Casualty if thought necessary. For bumps to head a 

head injury form is given to the parents at collection. 

▪ If a child injures themselves in such a way that would be immediately noticeable to a 
parent / carer on collection of the child, a staff member will inform parents in advance, i.e. a 

graze to the face.  

▪ If a child needs to go to hospital they will be accompanied by a familiar member of staff 
until the parent / carer arrives. The member of staff will take appropriate details with them 

to inform emergency treatment, this information will include allergies, medical conditions, 

parent’s details, date of birth, home address and doctor’s details. Children will not be taken 

to hospital unless it is by ambulance.  

▪ Staff members will ensure any cleaning and replenishing of the first aid kit is dealt with 
immediately.  



                                                                                                                                          

▪ A nursery accident form will be completed, and parents / carers will be asked to review 
and sign this on collection. If this is not possible, for example if a child has been taken to 

hospital a signature will be sought as soon as reasonably practicable.  

 

Calling for an Ambulance  

Staff are requested to use the nursery phone and dial 999 or 112 from a mobile phone and 

ask for an ambulance to attend the following address:  

Main site: Little Rays outdoor preschool, Wey Court, Meadrow, Godalming, Surrey, GU7 3JF  

Forest School site: North Downs Way, Compton, Guildford, Surrey GU3 1EA 

Latitude:51.220093050477395 Longitude: - 0.642678737640381  

Grid reference: SU947477 

When the ambulance arrives nursery staff must provide paramedics with the child’s details 

to inform emergency treatment, which will include allergies, medical conditions, parent’s 

details, date of birth, home address and doctor’s details.  

 

Parents Reporting Accidents and Injuries that happen away from nursery  

▪ Little Rays have a duty to the overall wellbeing of all nursery children and as part of this 

commitment we require any incident away from nursery, that results in an injury, to be 

recorded on an Existing Injuries form.  

▪ This information allows us to safeguard the children at nursery and is then included in the 
child’s personal file for future reference.  

▪ If injuries are not reported but noticed whilst at Nursery the staff member will notify the 
Duty Manager and agree whether parent needs to be contacted to identify the cause and, in 

all cases, the Existing Injuries form will need to be completed on collection.  

Investigating Serious Incidents  

▪ All serious incidents will be investigated thoroughly by the manager and / or owner, taking 
written statements from all the staff involved.  



                                                                                                                                         

▪ The key person/staff member writes an incident report detailing:  

▪ The date and time of the report.  

▪ Where the incident occurred?  

▪ The circumstances surrounding the incident  

▪ What happened to cause the incident?  

▪ What actions were taken when the incident was discovered?  

▪ A conclusion is drawn as to how the accident or injury happened and whether any updates 
to policies, procedures and risk assessments are required.  

▪ Any equipment involved in the incident will be assessed to determine whether it may need 
to be repaired or removed from the nursery.  

▪ If required, the incident will be reported under RIDDOR arrangements.  

▪ It required, Ofsted will be notified of any serious accident or injury to any child while in our 

care and the action taken. Notification will be made as soon as reasonably practicable and 

must be within 14 days of the incident occurring. 

▪ If required, the insurance provider is informed.  

Reporting of Accidents and Incidents – RIDDOR arrangements  

Accident, Injury and Incident Forms  

▪ A form must be completed by the member of staff who witnessed the accident, injury or 
incident.  

▪ A form must be completed by a parent or carer in the case of an existing injury.  

▪ Accident and incident forms are accessible by all members of staff, who know how to 
complete them.  

▪ Completed accident, injury, incident and existing injury forms are kept safely and 
accessibly. They are reviewed at least monthly to identify any potential or actual hazards.  

 



                                                                                                                                         

Notification  

▪ Ofsted is notified of any injury requiring treatment by a general practitioner or hospital 

doctor, or the death of a child or adult as soon as reasonably practical, but within 14 days.  

▪ When there is an injury requiring a general practitioner or hospital treatment to a child or 

adult or where there is a death of a child or adult on the premises, we make a report to the 

Health and Safety Executive using the format for the Reporting of Injuries, Diseases and 

Dangerous Occurrences.  

▪ Accident and incident forms are accessible by all members of staff, who know how to 

complete them.  

▪ Completed accident, injury, incident and existing injury forms are kept safely and 
accessibly. They are reviewed at least monthly to identify any potential or actual hazards.  

Legal Framework:  

Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR 1995)  

Linked Policies and Forms:  

Accident / Injury Form  

Confidentiality and Client Access to Records Policy  

Existing Injuries Record  

Health and Safety Policy  

Incident Record 
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