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Accident, First Aid and Child Incident Policy and Procedure  

 
 

Purpose of the Policy: 
The purpose of this policy is to set out the procedure to be followed in the event of an 

accident or incident, to ensure children accessing the out of school club have a 

positive and safe experience.  

We aim to:  

●​ Provide all staff with first aid training so there is always at least 1  staff 

member available on site at all times to meet Health and Safety requirements.  

●​ Minimise the risk of accidents and incidents occurring. 

●​ Ensure all accidents and incidents are dealt with quickly and are discussed 

with parents/carers as soon as possible (the severity will determine the 

timescale for contact). 

●​ Monitor and track the occurrence of accidents/incidents to highlight any 

trends which will inform the improvement of the environment, risk 

assessments and the supervision of children. 

 

What you (parents / carers ) should do: 
●​ On initial registration forms for the children, sign to give permission for 

emergency medical treatment including the administration of first aid by a 

member of staff. 

●​ Update the emergency contact details in your Parent/Carer Contract regularly 

in case you need to be contacted in an emergency 

●​ Sign Accident/ Incident forms on collection of your child ( where this is not 

applicable – EG covid restrictions or forgotten to get a signature staff will Sign 

 
 

Statutory Framework for the Early Years Foundation Stage 

 

‘Providers must ensure there is a first aid box accessible at all times with 

appropriate content for use with children.  Providers must keep a written record of 

accidents or injuries and first aid treatment.  Providers must inform parents and/or 

carers of any accident or injury sustained by the child on the same day, or as 

soon as reasonably practicable, of any first aid treatment given’ 
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the form once they have text parents giving details and getting a reply back 

saying they have received the message) 

●​ If you child has an accident which results in an injury whilst not in our care, 

you must inform a member of staff the next time your child attends the club 

and they will complete an existing injury document. 

●​ If your child has an accident at the club and your child is later taken to 

hospital, parents are asked to inform the club as soon as possible to ensure 

any notification to Ofsted is undertaken and health and safety procedures are 

followed. 

 

What we will do: 
●​ Ensure all of our staff have first aid training so anyone can deal with any 

accidents/ incidents within the club. 

●​ If your child has a minor injury to the head (neck or above) that does not need 

hospital treatment we will monitor them throughout the session, let parents 

know via text message or phone call, and will give the person collecting the 

child a bump note 

●​ Identify hazards and regularly review and update risk assessments to 

minimise the likelihood of accidents and incidents occurring.  

●​ Inform parent/ carers on collection of their child, of any accidents/ incidents 

that have occurred during their session and gain their signatures on the 

forms. 

●​ If the child is collected by anyone other than the parent/carer the adult 

collecting the child will be notified of the accident/incident upon collection and 

asked to sign it to say they have been told about it. In addition, the 

parent/carer will be telephoned as soon as possible but within 24 hours to 

verbally notify them of the accident. A parent/carer signature will be required 

on the accident/incident form at the earliest opportunity. (or signed by staff 

after receiving confirmation from parents that they know about the issue) 

●​ Accompany any child that is taken to hospital in an ambulance, and stay with 

the child until the parent/ carer arrives. The child’s registration form will be 

taken with the child, to provide necessary information to the hospital. 

●​ Provide clearly labelled first aid boxes in accessible places that comply with 

Health and Safety Regulations and make sure all staff are aware of their 

locations. Ensure the boxes are regularly checked and replenished with a 

record kept of the checks.  
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●​ Make sure staff are aware of what to do in case of an emergency whilst on a 

trip/outing and ensure at least one member of staff is paediatric first aid 

trained and a first aid kit is available. 

●​ If a child (who is not accessing the out of school club), parent/carer or visitor 

is injured on the clubs  site the accident/incident will be recorded on the 

schools first aid report book If the accident/incident is a head injury should 

be given to the parent/carer or visitor, the staff member dealing with the 

accident/incident should draw attention to the ‘Head Injuries What to look out 

for’ section and encourage them to fill in the details of the accident/incident 

 

Forms to complete in full 
Any injury, sign of illness or incident that is reported will be recorded as follows.  
An accident form, after signatures have been sought, will be kept in the child’s or staff 
members file an incident form, will be kept in the incident section of the accident and 
incident file. 
The following information must be included: 
 

●​ Name and age of child / person 
●​ Time, date and place of any incident or accident  
●​ A brief but full description of the circumstances 
●​ Description of any first aid administered 
●​ Staff involved and what they did 
●​ Details of who/which organisations were also informed. 
●​ Signature of staff member who administered first aid 
●​ Signature of parent or child 
●​ Signature of person making the report 
●​ An outline of a body, front and back to show where injury is 

 
The accident or incident will be recorded in the following way: 
 

●​ Only one accident or incident shall be recorded per page. 
●​ These files will be kept in the child’s or staffs personal files which are kept in a 

secure place 
●​ For minor and major accidents  - records will be kept until the childs 21st 

birthday. 
●​ Any incidents that uncover a child protection issue shall be kept until the child 

is 25 years of age 
●​ Any accidents that evolve to become an industrial disease shall be kept for 40 

years after the child or adult leaves the provision 
●​ Any records of a fatal accident shall be kept for 21 years from the day of 

completion 
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In the Event of a serious accident, incident or illness 
 
On registering a child within our setting, parents/carers will complete and sign the 
Emergency Medical Treatment sections on the registration form enabling the owner 
or any member of staff so empowered, to give permission for emergency medical 
treatment for their child in the event of a serious accident, incident or illness occurring 
at the club. 
 
If this occurs, the following procedures will apply: 
 

•​ The designated First Aider will be notified - they will assess the situation and 
decide whether the child needs to go straight to hospital or whether they can 
safely wait for their parent/carer to arrive. 

 
•​ Staff should ensure the casualty is breathing and conscious and remain calm 

and talk to the casualty in a positive manner. Ensuring other children are 
taken away from the area immediately. 

 
•​ Unless the casualty is in further danger, e.g. from falling objects, they must 

not be moved 
 

•​ If the casualty needs to go straight to hospital, an ambulance will be called. If 
the casualty is a child, the parent/carer will also be contacted, alongside the 
emergency services. If a parent / carer can’t get to the setting before the 
ambulance leaves, A member of staff will accompany the child to the hospital 
and will consent to medical treatment being given, so long as the Emergency 
Medical Treatment section on the registration Form has been completed and 
sign.  

 
•​ If the casualty does not need to go straight to hospital but their condition 

means they should go home, the parent/carer/other named contact will be 
contacted to collect the casualty.  In the meantime, they will be made as 
comfortable as possible and be kept under close supervision  

 
•​ All such accidents or incidents will be recorded in detail and logged on an 

Incident or Accident Record form. Parents/carers will be asked to sign in the 
relevant section of the form to acknowledge the incident or accident and any 
action taken by the Club and its staff. Parents will always be asked if they 
want a copy of the accident form when they are signing it. 

 
•​ Parents/carers will be made fully aware of the details of any incidents 

involving their child’s health and safety, and any actions taken by the Club 
and its staff. 

 
 
The owner and staff team should consider whether the accident or incident highlights 

weaknesses in the Club’s policies or procedures, and act accordingly, making 

suitable adjustments where necessary. 
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Procedure 
The clubs owner is expected to nominate the most appropriate person within the staff 

team to: -  

●​ Pre-populate the Accident/Incident Forms with a unique reference number  

●​ Ensure there is a supply of Accident/Incident Forms available within club, with 

unique reference numbers, which follow on from the last one used. 

 
●​ If the accident/incident involves a minor injury to the head (neck or above) 

staff will complete a bump note and issue to the person collecting the child 

on the day. 

●​ The member of staff will monitor the child whilst in their care If the 

accident/incident is serious (cannot be dealt with by the first aider) an 

ambulance will be called and parents/carers will be contacted. A member of 

staff will accompany the child to hospital in the absence of the parent/carer, 

taking the childrens registration form with them, which provides medical 

details. In the absence of the parent/career at hospital, staff are not permitted 

to sign medical consent forms on behalf of a child  

●​ The club will be required to notify Ofsted (Contact number: 0300 1234666) of 

any serious accident, illness or injury to or death of any child Serious 
Accidents, Injuries and Deaths that require notification to Ofsted and Local 

Child Protection Agencies) whilst in their care and of any action taken in 

respect of it. Notification will be made as soon as is reasonably practicable, 

by the Ofsted Registered Person but in any event within 2 days of the incident 

occurring.  It is an offence not to do so.  The Designated Safeguarding 

Lead will also notify the Local Safeguarding Children’s Unit and must act on 

any advice given. 

●​ When dealing with an incident which results in one child injuring another child 

e.g. one child bites another child the incident should be recorded on an 

Accident/Incident Form as an accident for the injured child and as an 

incident for the child who caused the injury.  

●​ If the incident relates to the environmental, security, fire or a vehicle, Incident 

Policy will be followed. 
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Completing an Accident/Incident Form 
●​ The member of staff who witnesses an accident, or deals with an 

accident/incident where there are no witnesses, will obtain a blank 

Accident/Incident Form which includes a unique reference number and 

complete  

 

Management Sign Off  
●​ It is responsibility of the owner / Manager to check that the 

Accident/Incident Forms have been completed correctly. They will then 

sign, date and record the time of checking, any issues raised from 

these checks will be discussed in the next monthly staff meeting, or 

before if the management deems it necessary to do so. 

●​ Where entries are incomplete, the owner / manager will speak to the 

person who completed it, and ensure they fulfil the completion of the 

form.  

 

Storage of Accident/Incident Information  
The Designated Safeguarding Lead   is responsible for the safe storage of the 

Accident/Incident Forms.  

 

Monitoring of Accident/Incident Forms 

 The owner must ensure a monthly review of: -  

●​ Accident forms central sheet is complete. 

●​ Trends may raise concerns relating to a child’s development, hazards in the 

environment or supervision which would require changes to; risk 

assessments, care plans, the environment or staff supervision. Upon trends 

being identified the review must agree how trends will be addressed and who 

will be responsible for the actions, which should be clearly recorded in notes 

of meetings. 
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I the undersigned, am signing to say that I have reviewed this 
policy with the team, and will adhere to the policy at all times.  
 
A.Grosse:​                                                Date: 
 
H.Bailey:​ ​ ​ ​ ​ ​ Date: 
 
T.Quinn:​                                                Date: 
 
M.Wright:​ ​ ​ ​ ​ ​ Date: 
 
K.McGinty:​​ ​ ​ ​ ​ Date: 
 
L.Nordon-Guest:​​ ​ ​ ​ Date: 
 
A.Quinn:​ ​ ​ ​ ​ ​ Date: 
 
S.Corbett:​ ​ ​ ​ ​ ​ Date: 
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