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Introduction
All schools have a Duty Of Care to their children which essentially means that when any child attends school they have a legal right to be cared for, to be free from harm, safe and secure. Inevitably, in schools where there are often many hundreds of children learning and playing together in close proximity, there is the increased potential for a child, at some stage, to have an accident. 
Schools are excellent organisations when it comes to reducing the likelihood of an accident occurring because the children are monitored closely, and the majority of their time is planned and organised in great detail. However, there are occasions during the day when the children are encouraged to make use of their time more independently and to learn to take more responsibility for their own safety and the safety of others. This time tends to be at playtime and at lunchtime and (for them) often forms the most enjoyable part of their school day!
In schools we cannot (and indeed it would be wrong for us to do so) organise and direct every minute of their time in school to reduce any possibility of them sustaining some form of injury. It is a very necessary part of a child’s development to be able to learn to play independently, assess risks to themselves and to others and this policy sets out how the school might respond to a range of scenarios should a child sustain some form of injury.

Aims and Objectives
· To ensure that all children are treated appropriately and efficiently should they sustain some form of accident or injury in school.

· To reassure parents that procedures in school are appropriately robust to deal with any accidents or injuries that might occur during the school day.

· To ensure that all staff know how to respond to accidents or injuries sustained during the school day.

· To ensure that the school meets its legal obligation to ensure the safety of its pupils and staff in the event of an accident.

· To ensure that parents are notified appropriately should an accident occur in school that involves their child.

· To ensure that causes of accidents are followed up and necessary actions taken to avoid future incidents

Equal Opportunities
All children, staff and parents will be treated fairly and with respect at all times.
Organisation
· Any pupil complaining of illness or who has been injured is brought to the Admin area initially where qualified First Aiders or a designated member of staff will complete an initial assessment, identifying an appropriate course of action.
· A well stocked first aid box should be kept in the school office. The first aid box should checked regularly and re-stocked as necessary. 

· A child will be attended to by two adults (where possible) to ensure that a second opinion is sought and that child protection guidelines are adhered to.
· All serious incidents and treatment are reported in the accident book with date of incident, who involved, action taken, by whom and any follow up. 
· More serious accidents or incidents of violence are recorded in the class Incident book, are investigated by the appropriate member of staff and, if necessary, referred to the phase leader, Deputy or Head teacher. 

· Parents are contacted if there are any doubts over the health or welfare of a pupil. 
· If a child appears to recover after an identified period of time, he or she may return to their classroom for the remainder of the day. Parents should be contacted at the end of the day informing them of the incident to ensure continuity of care for the child (phone, letter or face-to-face contact). If the children attend Oscars, then staff should be notified.
· If a child sustains an injury to the head this should be notified to parents/carers. An information letter should be provided to advise of the head injury, what time it occurred and to encourage observation of any signs of complications. Reporting formats are available in the main office.
· If a child, returning to their classroom subsequently complains of feeling unwell or in pain again then they should return to the School Office and parents should be contacted immediately to arrange for collection or a visit to the Doctor or hospital.
· In the event of a serious incident an ambulance is called and a member of staff accompanies the pupil to hospital. Parents are asked to go immediately to the hospital. It may be appropriate to transport a pupil to hospital without using an ambulance. This should be on a voluntary basis and Parents permission sought. In such cases staff should ensure they have specific cover from their insurance company.

· If staff are concerned about the welfare of a pupil they should contact the School Office immediately. If an injury has been sustained, and if the child is immobile, then the child should not be moved.

· Staff should complete the accident book for employees if they sustain an injury at work. The book can be obtained from the School Office. An injured member of staff or other supervising adult should not continue to work if there is any possibility that further medical treatment is needed. The member of staff or other supervising adult concerned should seek medical advice without delay. 
· In the event of a more serious accident, some form of investigation should take place and where possible steps should be taken to prevent the same accident from re-occurring.

· Any accident caused by damaged furniture, equipment, fixtures and fittings should be reported to the appropriate person. In the first instance and until repair a clear safety notice should be displayed. In the case of portable equipment this should be removed from use until repaired.

Monitoring
According to the procedures outlined in the previous section, incidents will be recorded and monitored with outcomes reported to senior managers and periodically to Governors. Any trends or patterns that emerge will be subject to priority actions.

The policy will be reviewed every two years or sooner if it is felt that it requires immediate modification.

Future Developments
To undertake whole staff training for First Aid and review policy and practice in the light of any changes in legislation.

To encourage awareness of potential dangers and accident prevention to pupils through lesson based activities and external e.g. Kerb safe, Cycling awareness etc.

Appendices

· example of a form for recording details of more serious incidents and 
· form to parents for reporting head / other injuries 

WCC Accident/Incident/Near Miss Report Form

THIS FORM IS CLASSIFIED AS PROTECT.
 WCC collects personal information about you on this form in relation to accidents, injuries, diseases, near misses and dangerous occurrences arising out of or in connection with work. We may share your information with the HSE to ensure that we meet our legal requirements.  For further information on how we maintain the security of your information and your rights to access information we hold on you please see our WCC Privacy Policy and WCC Accident/Incident Policy.
	1.
Definition of Accident/Incident (see appendix 1) – tick one box only*
(* - Mandatory Field)

Minor injury

Injury/ill health

Near miss/dangerous occurrence

Verbal/physical assault

Road traffic incident

Environmental

2.
Directorate:

Children, Young People and Families


Establishment/Premises:*

Woodloes Primary School, Deansway, Woodloes Park, 
Warwick CV34 5DF



	Sections A, B, C and D to be completed by injured person if possible
A. PERSONAL DETAILS OF INJURED PERSON (IF REPORTING A NEAR MISS / DANGEROUS OCCURRENCE OR AN ENVIRONMENTAL INCIDENT GO TO SECTION B)*

Surname*

Forenames*

Male*

Home address*
Female*
Age*
Home Telephone No. (if known)

Post Code*
Status:*
Employee

Pupil or Student

Contractor

Customer

Trainee

Work Experience/14-19 

Agency Staff

Volunteer

Member of Public

Employee, Job Title*


Full


time*


Part


time*




	B.
DETAILS OF ACCIDENT/DANGEROUS OCCURRENCE (please continue on separate sheet)*
B.1

Exact address where incident occurred*

Exact location of incident*

Date of accident/incident:*
Time of accident incident:*
am/pm
B.2*

Describe the circumstances (please provide as much information as possible including contributing factors e.g. weather, floor conditions, noise, lighting, using PPE, involved other people, doing something out of the normal job remit, not trained to do, any chemical/equipment involved, etc.)  Continue on separate sheet if required
B.3*
What immediate action was taken: e.g. first aid given, who was notified (internal and external), area made safe, spill cleared up, equipment taken out of use etc.
B.4

Witness form (see Appendix 2), if required

Name, address and tel. of witnesses


(* - Mandatory Field

C.
DETAILS OF ANY INJURY*

Part of body affected (e.g. arm, leg) include left/right

(see appendix 3)*

D
EXTENT OF INJURY*

D1
Outcome of incident

Fatal injury

Sent/taken home

Sent/taken to hospital
(see D2 a – f)
Prevented from working for more than 3 days

Returned to normal  activity*
(
D.2 If injured person was taken directly from the scene of the accident to hospital please complete

Details

a. How were they taken? (ambulance, car etc.)

b. When were they taken? (immediately, end of day etc.)

c. Who took them? (colleague, parent etc)

d. Was first aid administered? (yes / no)

e. If yes, what first aid was given?

f. Were they detained in hospital for over 24 hours?

D.3 Type of injury (see appendix 4)*

Sections E and F to be completed by Headteacher or Deputy Headteacher in Nursery/Primary Schools, Headteacher / Deputy Head or Health and Safety Responsible Person in Secondary/Special Schools

E.
KIND OF ACCIDENT* (select from appendix 5) (If ‘fall from height’ state how far above or below ground*)

F. ACTION TO PREVENT RECURRENCE * (please continue on separate sheet)
What action are you taking to prevent recurrence? Specify the cause and the action that can be taken to prevent it from happening again.  If there appears to be no cause of the accident, this needs to be stated).  If a risk assessment or safe system of work has been reviewed following the accident, details should be given on any additional measures to be implemented.
When will it be implemented?*
/      /
Signed by Head/Deputy/ Health and Safety Responsible Person*

Signature

Print Name
Job Title

Date

CYPF Health and Safety Office Use Only
Notification to HSE

F2508 serial number

Date Inputted

Initials

Return to: CYPF Health and Safety, Saltisford Office Park, Ansell Way, Warwick CV34 4UL 

Fax no: 01926 742083.  Tel No: 01926 742575/2307/2125




	Date

   /    /
	Time

:
	Pupil’s Name:
	Class / Form
	Location of accident / incident
	

	Details of treatment and

Additional Comments


	

	
	
	
	
	
	
	
	
	
	
	
	
	
	Name of parent / carer contacted (if applicable)
	Time

:

	Bump / Bruise
	Vomiting / Nausea
	Nosebleed
	Headache / High Temperature
	Head Injury
	Cut / Graze
	Asthma
	Other
	Parent Contacted
	Unable to contact Parent
	The child was well enough following First Aid to remain in school.
	The child was collected from school.
	The school is of the opinion that you should consult a doctor.
	
FOR THE ATTENTION OF THE PARENT / CARER
	Should your child suffer any drowsiness, vomiting, impaired vision or excessive pain after returning home please consult your doctor or local hospital.



	
	
	
	
	
	
	
	
	
	
	
	
	
	
	Authorised Signature:
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	Woodloes Primary School

01926 497491
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ILLNESS REPORT SLIP


	REPORT SLIP 

No.


Form to parents for reporting head injuries
                    Warwickshire County Council – Community/Voluntary Controlled Schools
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