WREN’S NURSERY
Accident Reporting, Recording and Investigation Policy
(Updated in line with current EYFS, Health & Safety and RIDDOR requirements)
1. Purpose
This policy sets out how Wren’s Nursery records, reports and investigates accidents involving children, staff, visitors and contractors. The aim is to ensure safe practice, comply with statutory requirements, and protect the welfare of everyone on site.
2. Legal Framework
This policy is informed by:
EYFS Statutory Framework (2024/25)
Health and Safety at Work Act 1974
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR)
Ofsted notification requirements
Safeguarding and child protection legislation
UKHSA infection‑control guidance
Wren’s Nursery ensures that at least one Paediatric First Aider is available at all times when children are present.
3. Procedures for Dealing with Accidents
3.1 Immediate Response
The staff member dealing with an accident must:
· Ensure the area is safe.
· Provide appropriate first aid.
· Reassure the child or adult involved.
· Seek assistance from another staff member if needed.
· Contact emergency services if required.
4. Accident Reporting and Recording – Children
All accidents involving children must be recorded on the day they occur.
4.1 Completing the Accident Record
A written record must be made in the accident log stored securely in the locked office cabinet. Each record must include:
· Child’s name
· Date and time of the accident
· Location of the accident
· Description of what happened
· Details of the injury
· Treatment given
· What happened afterwards
· Name and signature of the person administering first aid
· Name and signature of the parent/carer
A copy of the accident form will be sent home with the child.
Parents must be informed on the same day.
4.2 Head Injuries
Parents must be notified of any head injury and given appropriate monitoring information. A separate Head Injury form will be provided.
5. Accident Reporting and Recording – Staff
If a staff member is injured:
· Ensure the scene is safe.
· Administer first aid if required.
· Inform the Nursery Manager or senior staff member.
· Complete a staff accident form as soon as possible.
· Record the incident in the staff accident log.
· Staff may be advised to seek medical attention where appropriate.
6. Serious Injuries and Notifiable Incidents
6.1 Emergency Response
In the event of a serious injury:
· Contact the parent/emergency contact immediately.
· Call emergency services if required.
· Provide clear information: location, nature of injury, and contact person.
· Keep the injured person comfortable and avoid unnecessary movement.
· Do not give food or drink unless advised by medical professionals.
6.2 Ofsted Notification
The Nursery Manager must notify Ofsted as soon as possible, and always within 14 days, if:
· A child suffers a serious injury
· A child requires hospital treatment
· A significant event affects the safety or welfare of children
6.3 RIDDOR Reporting
Hooke Court Ltd is responsible for reporting RIDDOR‑notifiable incidents.
The Nursery Manager must provide all relevant details to the Directors promptly.
Notifiable events may include:
· Fractures
· Loss of consciousness
· Injuries requiring hospital treatment
· Dangerous occurrences
· Work‑related illnesses
7. Administering First Aid
To protect both staff and children, the following procedures must be followed:
· Wash hands before and after administering first aid.
· Wear disposable gloves.
· Use aprons when dealing with blood or bodily fluids.
· Clean any contact with bodily fluids using soap and water.
· Use cold running water to rinse eyes, mouths or broken skin.
· Dispose of contaminated materials in sealed, double‑bagged waste bags.
· Clean surfaces with an appropriate disinfectant.
Where possible, first aid should be administered with another staff member present.
8. First Aid Provision
8.1 Paediatric First Aid Trained Staff
The following staff currently hold a valid Paediatric First Aid qualification:
· Amy Evans
· Claire Pitcher
· Josie Herbert
· Justine Gawen
· Jessica Hardie
· Gracie O’Brien
· Kat Frampton
· Hannah Lawrence
8.2 Full First Aid at Work
The following staff member holds a Full First Aid at Work qualification:
· Chris McConnell
8.3 First Aid Equipment
The first aid box is checked and replenished every term by:
· Claire Pitcher
· Josie Herbert
8.4 Training Records
The Nursery Manager maintains up‑to‑date records of all first aid qualifications and renewal dates.
Wren’s Nursery ensures:
· At least one Full First Aid at Work qualified person is available.
· At least two Paediatric First Aiders are on site at all times when children are present.
9. Investigation of Accidents
The Nursery Manager will review all accident forms to:
· Identify patterns or recurring hazards
· Assess whether further action is required
· Implement control measures to prevent recurrence
· Report findings to the Directors where appropriate
· Serious incidents will be formally investigated and outcomes recorded.
10. Useful Contact Numbers
· Dorchester A&E: 01305 251150
Bridport Minor Injuries Unit: 01308 422371
NHS 111: For non‑emergency medical advice

