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Accident and Illness Policy for Pupils 

 

Introduction 

At Pheasey Park Farm Primary School and Early Years Centre the health 

and safety of our pupils is of paramount importance to all our staff. We 

also recognise that children need to play and learn through the exploration 

of the world around them. Consequently, children will from time to time 

trip, slip or bump causing themselves or others minor injuries. We expect 

staff to use professional judgement in assisting someone who has hurt 

themselves. 

 

An accident is an unplanned, uncontrolled event, which causes, or could 

cause injury, damage or loss. 

 

We aim to reduce the risk of accidents by: 

 

Completing risk assessments for foreseeable risks. By doing risk 

assessments we identify hazards and look at how we can eliminate or 

reduce the risk.  

 

Regularly checking the site.  

 

Ensuring staff and children are aware of potential hazards e.g. putting toys 

away tidily.  

 

Expecting staff to identify and report hazards and risks and encouraging 

children to do the same.  

 

Appointing a health and safety coordinator to oversee all health and safety 

issues.  



 

This policy outlines our practice and procedures for accidents that may 

occur. 

 

Minor Accidents 

In the first instance, the designated First Aider will be notified and take 

responsibility for deciding upon any appropriate action. 

 

If the child does not need hospital treatment and is judged to be able to 

safely remain at the School/Centre the First Aider will remove the child 

from the activities and, if appropriate, treat the injury/illness themselves. 

If and when the child is feeling sufficiently better, they will be resettled 

into the activities, but will be kept under close supervision for the 

remainder of the session. 

Early Years Centre parents will be notified via Famly of any minor accident. 

Parents are required to acknowledge receipt of the notification.  

At the end of the session, the First Aider will fully inform the 

parent/carer of the incident or accident and any treatment given. All such 

accidents and incidents will be recorded in detail and logged in the Incident 

Record Book in school or on the Famly App at the Early Years Centre. The 

First Aid Slip is completed and given to the parent. 

 

If the injury or illness incurred is such that treatment by the First Aider 

is deemed inappropriate, but does not warrant hospitalisation, the 

parent/carer will be contacted immediately and asked to collect their child. 

Until the parent/carer arrives, the child will be kept under close 

supervision and as comfortable as possible  
 

The staff team should consider whether the accident or incident 

highlighted any actual or potential weaknesses in the Nursery’s policies or 

procedures, and make suitable adjustments if necessary. 

 

Minor accidents such as small grazes, nosebleeds and minor bumps - except 

bumps to the head - can be dealt with by staff. First aiders are not 



necessarily needed for minor accidents as these can often be tended to 

with the application of a wet paper towel, cooling pad or medical wipe (we 

do not consider this level of assistance to be first aid treatment). 

 

Parents are informed of any incidents/accidents prior to collection. 

 

All such accidents are written in the Accident Log and a Parents and School 

First Aid Slip completed.  The Parent slip is sent home. 

 

Accidents Requiring First Aider Attention 

Parents/carers must complete and sign the essential Information Form, 

enabling the Supervisor or any member of staff so empowered, to seek 

emergency medical advice or treatment for their child in the event of a 

major accident, incident or illness occurring at the School/Centre. 

 

In such an event, the following procedures will apply: 

In the first instance, the First Aider will be notified and take 

responsibility for deciding upon the appropriate action. 

 

The First Aider 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. 

 

If the child needs to go straight to hospital, an ambulance maybe called. 

The parent/carer will also be contacted. A member of staff will accompany 

the child to the hospital and will take with them the Essential Information 

Form. 

 

If the child does not need to go straight to hospital but her/his condition 

means s/he should go home, the parent/carer will be contacted and asked 

to collect their child. In the meantime, the child will be made as 

comfortable as possible and be kept under close supervision. 

 

 



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 

School/Centre staff. 

 

All such accidents or incidents will be recorded in detail and logged in the 

Incident Record Book and the Accident Record Book in school or the Famly 

App at the Early Years Centre. Parents/carers will be provided with a First 

Aid Slip. 

 

The Supervisor and other relevant members of staff should consider 

whether the accident or incident highlights any actual or potential 

weaknesses in the School/Centre’s policies or procedures, and act 

accordingly, making suitable adjustments where necessary. 

 

Ofsted will be informed about: 

any significant changes or events. 

any communicable diseases as defined by the Health Protection Agency. 

any food poisoning affecting two or more children looked after on the 

premises or any child having a serious disease on the premises. 

 

More serious accidents such as deep cuts, possible breaks, sprains and any 

bump to the head, will always be dealt with by a trained first aider. The 

first aider will assess the problem and administer first aid as appropriate. 

 

All such accidents are written in the Accident Log and a Parents and School 

First Aid Slip completed.  Early Years Centre accidents are recorded on 

the Famly App. The Parent slip is sent home  

 

Telephoning Parents 

For all more serious accidents including when there is any bang or knock to 

the head, parents will be informed by telephone as soon as possible. Parents 

will also be informed where there is a suspected break, allergic reaction, 

seizure or other serious occurrence.   

 



If a phone call home is required due to an accident or illness, a record of 

the telephone call will be made on the appropriate form. 

All such accidents are written in the Accident Log and a Parents and School 

First Aid Slip completed.  Early Years Centre accidents are recorded on 

the Famly App The Parent slip is sent home  

 

Accident Log 

Accidents we consider sufficiently serious, or where it has been necessary 

for treatment to be administered are recorded on a Parents First Aid Slip. 

Early Years Centre accidents are recorded on the Famly App 

A School Slip is also completed. 

The slip is given to the parent of the child or sent home with the child if 

they are not picked up from school/centre. 

 

Information recorded on our First Aid slip: 

 

the date, time and place of the incident  

the name (and class) of the injured or ill person  

details of the injury or illness  

details of the first aid provided  

other information-e.g what happened to the person immediately afterwards  

the name and signature of the first aider or person dealing with the 

incident.  

 

Calling Emergency Services 

In the rare instance of major accidents, we will call the emergency 

services. Parents will be contacted immediately. 

 

Serious accidents and incidents, where appropriate, will be reported to the 

Health and Safety Executive under RIDDOR. (Reporting of Injuries, 

Diseases and Dangerous Occurrences Regulations 2013) 

 

 

 



First Aid Training and First Aid Kits 

At Pheasey Park Farm Primary School and Early Years Centre we have fully 

trained first aiders on site during the school day and to accompany off site 

visits. First Aid training certificates are valid for only 3 years. Retraining 

is then needed. We keep First Aid kits in various locations around the site 

including the main office. 

 

First Aid kits are checked on a monthly basis. 

 

A list of First Aiders is maintained. 

 

Health and Safety 

All staff carrying out first aid or administering treatment should use the 

equipment provided. Protective clothing should be worn such as disposable 

gloves. 

 

Accidents caused by faulty equipment, inappropriate placement of 

equipment or other health and safety hazard, should be reported to the 

Site Manager , who will ensure the hazard is cleared. 

 

Safeguarding 

Staff dealing with injuries to certain body areas eg groin, chest, should 

respect the child’s privacy and dignity whilst this is being carried out. 

Children will be asked to show their injury, but this will be done only after 

permission has been obtained from the child. Staff should not examine 

injuries of this nature alone, but should ask for another member of staff 

to attend. Where children are reluctant to show the injury to a member of 

staff, parents will be contacted. 

 

Pupil Illness 

Parents are asked to keep their child at home if they have any infection, 

and to inform the pre-school as to the nature of the infection.  This will 

also enable the Nursery to alert other parents as necessary and to make 

careful observations of any child who seems unwell. 



 

Parents are asked not to bring into the Nursery any child who has been 

vomiting or had diarrhoea until at least 24 hours has elapsed since the last 

attack. 

 

If the children of nursery staff are unwell, the children will not accompany 

their parents/carers to work at Nursery. 

 

Cuts or open sores, whether on adults or children, will be covered with 

sticking plaster or other dressing. 

 

When a pupil reports they are feeling ill, in the first instance and if 

appropriate, this can be tended to by their key worker, class teacher or 

teaching assistant – allowed a drink, toilet break, fresh air etc.  

 

At the staff member’s discretion and if a pupil continues to present as 

unwell, parents will be notified by telephone and asked to collect their 

child. All such telephone calls will be logged on the appropriate form. 

 

A forehead thermometer is available for taking temperature. 

 

If a rash/spots are noticed on a child then parents will be asked to 

seek medical advice. 

 

Coronavirus  

No children, staff or other adults are permitted into the School or 

Early Years Setting setting if they have symptoms or have tested 

positive in the last 7 days. 

 

Main symptoms: 

• a high temperature – this means you feel hot to touch on your 

chest or back (you do not need to measure your temperature) 



• a new, continuous cough – this means coughing a lot for more 

than an hour, or 3 or more coughing episodes in 24 hours (if 

you usually have a cough, it may be worse than usual) 

• a loss or change to your sense of smell or taste – this means 

you've noticed you cannot smell or taste anything, or things 

smell or taste different to normal 

 

If anyone in the school or Early Years Centre becomes unwell with a 

new continuous cough or a high temperature, or has a loss of or change 

in their normal sense of taste or smell they will be sent home and 

advised to follow the Government guidance on ‘Stay at Home’, which 

states they must isolate for 7 days and should arrange to have a test 

to see if they have coronavirus. Other members of their household 

should self-isolate for 14 days from when the symptomatic person 

first had symptoms.  

 

If a child displays symptoms whilst at School/Early Years Centre they 

will be moved to a room where they can be isolated behind a closed 

door with appropriate adult supervision whilst they await collection by 

their parent/carer.  

 

Staff must wear full PPE whilst caring for the child awaiting collection.  

 

As with usual practice, in an emergency if someone became seriously ill 

or their life at risk staff should call 999. 

 

Any members of staff who have helped someone with coronavirus 

symptoms or any children who have been in close contact with them do 

not need to go home and self-isolate. However, they must self-isolate 

if they develop symptoms themselves and arrange to take a test, if the 

symptomatic person subsequently tests positive to coronavirus or they 

are requested to do so by NHS Test and Trace. 

 



The area around the symptomatic person will be deep cleaned after 

they have been collected. 

 

Please see also Medication Policy. 

 

First Aid 

Under duties set out in the Health and Safety (First Aid) Regulations 

1981, we recognise our responsibilities in providing adequate and 

appropriate equipment, facilities and personnel to enable suitable first 

aid to be given. 

 

We have designated members of staff responsible for First Aid. 

These Staff have up to date First Aid certificates. They are 

responsible for maintaining the correct contents of all First Aid boxes 

and administering basic First Aid when necessary and appropriate. 

 

Senior Staff  will ensure that there is a fully trained First Aider 

available at all times during sessions. Senior Staff will be responsible 

for enabling the members of staff concerned to receive adequate first 

aid training. The First Aid box will be accessible at all times and 

regularly checked to ensure its contents are up to date, in good 

condition and fulfil the criteria set out in the Health and Safety (First 

Aid) Regulations. 

 

A First Aid box will be taken on all off site visits or outings. This is 

the responsibility of the designated First Aider, or where this is not 

possible, the Supervisor. 

 

Vomiting & Diarrhoea 

Children who are sick or suffering from diarrhoea will be isolated until 

parents arrive. 



If a child vomits, parents should always be contacted to discuss the 

collection of the child from school. The area should be cleaned thoroughly 

using the bodily fluid waste disposal pack. 

 

If a child soils him/herself due to illness they should be given clean 

clothing to change into and dependent on the age of the child, appropriate 

help/ assistance. Parents will be called to collect their child from school. 

(usually after 3 close nappies for young children) 
 

When cleaning up vomit, blood, urine or other body fluids please wear an 

apron and gloves.  Please clear up as soon as possible using paper towels.  

Dispose of the paper towels in yellow bags.  Floors and surfaces to be 

cleaned using disinfectant (Screen) only. 
 

The red bucket contains-gloves, apron, towels, brush for carpet, 

plastic bag.  All items to be cleaned after use. 

 

Parents will be called to collect their child from school. 
 

Infection Control 

Toys are rotated on a daily basis. 

Each day a selection of toys is cleaned. 

Health Protection Agency Guidelines are followed. 

All areas of the centre are cleaned on a rolling programme. 

 

 

 

 

 

 

 

 

 



Procedure for cleaning up blood or bodily fluids  

 

Blood, vomit and faeces may contain germs that can cause serious infections. People who clean 

blood and other bodily fluids should reduce the risk of infection to themselves and others by 

following these procedures: 

 

Procedure for Blood Spills/Vomit/Faeces 

 

1. Wear appropriate personal protective equipment, such as disposable gloves when 

cleaning up a spill. If the possibility of splashing exists, protective eyewear and a 

gown should be worn. Eye glasses are not considered to be protective eyewear. 
 

2. Dispose with care, any broken glass or sharps into a puncture-proof container or 

wrapped in paper if not available. 
 

3. Clean the spill area with paper towel or scraper to remove most of the spill. 

Disinfectants cannot work properly if the surface has blood or other bodily fluids on 

it.  
 

4. Discard the paper towel soaked with the blood, vomit, faeces or fluid in a black bin 

liner, double up if necessary.  
 

5. Care must be taken to avoid splashing or spraying during the clean-up process. 
 

6. Clean the affected area with MP10 and water then disinfect with spray disinfectant 

supplied.  
 

7. Ventilate the room well when using a chemical solution. Make sure it is not mixed 

with other cleaning agents. 
 

8. Mop the treated area to soak up water and use wet floor signs. Allow the area to dry. 
 

9. Discard contaminated paper towels, gloves and other disposable equipment in the 

black bin liner. Immediately tie and place with regular rubbish. Take care not to 

contaminate other surfaces during this process. Change gloves if needed. 
 

10. Practise hand hygiene, either with soap and water or an alcohol-based hand rub, for 

15 seconds after gloves are removed. If the hands are visibly soiled, then soap and 

water should be used over a hand rub. 
 

11. If an injury occurs during the cleaning process, such as a skin puncture with a blood 

contaminated sharp object, seek medical attention immediately. Any occurrence that 

takes place in a workplace should be reported to the occupational health and safety 

representative 

 

SLT, September, 2020 


