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ACCIDENT AND INCIDENT POLICY

Last reviewed: December 2025

Next review due: | December 2026

Statement of intent

We want to ensure that the children under our care can play and learn in a safe environment
and that they, and all the adults present at the setting (employees, visitors or agency staff) are
kept safe at all times.

However, we recognise that accidents and incidents will happen and the following policy and
procedures ensure they are recognised, recorded and dealt with appropriately.

Preventing accidents and incidents

First and foremost, management and staff should be setting and following safety policy and
procedures, risk assessments and constantly dynamically risk assessing to prevent accidents
and incidents occurring.

Responding to accidents
The Little Firefly staff will all hold a paediatric first aid certificate, or complete it within three
months of commencing employment.

Accident reporting and procedure

The Little Firefly records accidents via Tapestry, the online learning platform. Staff should know
how to use this accident form. Accidents must be recorded where a visible mark has been left or
where there is concern that it may affect a child medically e.g. a bump to the head. When an
accident occurs, the accident form should be recorded as soon as possible, including:

The child affected

The time and date of the accident

What happened for the accident to occur

The type and location of any injury

Any first aid administered

Which staff member dealt with the accident

Any additional information
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When this is created, a digital notification will be sent to a manager. A manager will need to sign
this off and then the parent/carer named on the child’s record will receive a digital notification of
the accident form.

Staff must also notify the parent/carer either via text, phone call or in person at pick-up,
depending on the severity of the injury and what they deem appropriate.

Accident forms will stay on the child’s Tapestry record.

Existing injury reporting and procedure

If a child attends forest school with evidence of an existing injury, the parent/carer should be
asked to complete an existing injury form alongside a staff member on Tapestry. This includes:
The child affected

The date and time injury noticed by staff

Description of injury

Whether parents have been contacted

If the injury is noticed after the parent/carer has dropped off their child, then they should be
contacted as soon as reasonably possible by text or phone call to ask for more details.

Incident reporting and procedure (involving a child)

Incident reports that involve a child are also recorded on Tapestry. These incident reports can
include:

a child having an altercation with another child

a situation where a child made it unsafe for staff e.g. not listening to / following rules
bullying/fighting among children

death of a child

These should be titled with the child’s initials and the date of the incident and this report will stay
on the child’s Tapestry record. The staff member can choose whether or not to publish this
report so the attached parent/carer can view it. Note, an incident is where something HAS
happened, not where something has nearly happened (this would be a near miss).

Incident and near miss reporting procedure (not involving a child)
There may also be incidents that do not involve a child, including:
e break in, burglary, theft of personal or the setting's 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 member of staff or family on the setting's premises
a terrorist attack, or threat of one
bullying and fighting involving staff or parents/carers may be recorded where staff
consider this is necessary.

Incidents that do not involve a child should be recorded via the ‘near miss and incident report
form’ on Google Drive, located within each setting’s folder. This contains a running list of near
misses that have occurred including:

e The date and time
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The location of the near miss

Details - what happened and who was involved
Actions as a result of the near miss

Witnesses

Whether it is notifiable to Ofsted or RIDDOR

All near misses and incidents should be reported by staff to the manager at their setting. The
manager must then record this on the near miss and incident report form, notify the nursery
owner and share any action taken as a result.

A near miss could include someone nearly getting injured by an item falling, or from using a
piece of equipment. It could include a child nearly going missing from forest school or a staff
member slipping and nearly having a bad fall as a result of slippery ground. It is the
responsibility of all staff members to constantly risk assess their environment and report any
near accidents.

Notifying Ofsted

In line with our ‘Changes which must be notified to Ofsted’ policy, we will notify Ofsted if:
any child suffer a serious accident, injury or death whilst in our care;

a child in our care needs to go to hospital after being in our care;

an incident have occurred where a child may have been at risk of harm;

a child was able to leave a setting or was missing for any period;

an unauthorised person gained access to our childcare setting.

Should any of these events occur, staff should notify the nursery owner, Georgina Adams, in the
first instance. As the registered provider, Georgina Adams should notify Ofsted of significant
events as soon as reasonably possible, and no more than 14 days from when the event
happened.

Notifiable events can be reported to Ofsted here:
https://www.report-childcare-incident.service.gov.uk/serious-incident/childcare/update-incident/

Kingston Blount Upton
Reference number 2749370 2557622
Postcode OX39 4SA HP17 1PZ

Reporting under RIDDOR

If a worker (not a child who attends the setting) has been injured or died as a result of a
workplace accident, this must be reported under Reporting of Injuries, Diseases and Dangerous
Occurrences Regulations (RIDDOR). Reportable incidents include:

e Reportable injuries - fractures, amputations, blindness, crushes, burns, loss of
consciousness. It could also be a staff member unable to work for more than seven
consecutive days as a result of their injury.

e Occupational diseases - tendonitis, cramp, carpal tunnel syndrome, occupational asthma
or other conditions that could be as a result of the forest school’s physically demanding
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role or environment. Anything caused by workplace exposure to carcinogens, mutagens
and biological agents.

Dangerous occurrences

Gas incidents

Any incidents that could be reportable under RIDDOR should be raised to the setting’s manager
in the first instance, who will escalate to the nursery owner, Georgina Adams to submit the

report.

RIDDOR reports can be submitted online here: Make a RIDDOR report - Overview - HSE

Reviewing accidents and incidents

The Little Firefly will review the accidents and incidents regularly to identify patterns or recurring
issues. This evaluation helps in making necessary adjustments to policies, procedures, or the
environment to prevent future occurrences.

Policies, procedures and risk assessments referred to in this document:
Sickness, medicine and emergency treatment policy

Accident form (Tapestry)

Incident form (Tapestry)

Existing injury form (Tapestry)

Near miss report form (Google Drive)

Changes which must be notified to Ofsted policy

External references:
e RIDDOR — Reporting of Injuries, Diseases and Dangerous Occurrences Regulations -
HSE
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