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As part of our safeguarding procedures the staff have a commitment to health and safety procedures within the Children’s Centre at all times, this includes the occurrence of accidents both on and off site.

When a child has an accident at the children centre:
1. Reassure the child, call for the qualified First Aider if necessary. 
2. First Aider to administer treatment if appropriate.
3. Report accident to senior member of staff
4. Person who witnessed the accident should fill out and sign the accident form with details of the accident. Parents should be shown the form and asked to sign it. The senior member of staff of whom the accident was reported to should sign the form as well. Parents will be offered a copy of the report on the same day that the accident occurs. The form should then be stored centrally at reception. 
5. Any bump to the head or serious accidents will require the Bristol City Council form1 “Health and Safety Incident/Violence Reporting Form.” The parent/carer must be informed as soon as possible. COPIES TO BE KEPT IN THE ROOMS
Any accident requiring more attention will be referred to the local GP, nearest A&E department or by calling 999 assistance and parent/carer informed as soon as possible. The same form – form1 – should be taken with the child for the doctor to fill in and sign. The form should be returned to the centre and kept indefinitely. 
When an adult, member of staff, visitor or volunteer has an accident at the children’s centre:
1. Inform qualified first aider. 
2. Report accident to senior member of staff. 
3. Fill in the health and safety incident/violence reporting form1 and investigation form2, if necessary, sending copies to appropriate departments. 

When an accident occurs off site
1. A basic first aid kit must accompany any staff member who is taking responsibility for activities and visits off site, this will be the most senior member of staff. ALL INHALERS MUST BE TAKEN ON OUTINGS IN THE FIRST AID BOX
2. A first aid trained member of staff must be in attendance when attending activities off site.
3. Reassure the child, call for the qualified First Aider if necessary. 
4. First Aider to administer treatment if appropriate.
5. Report accident to senior member of staff
6. If possible the person who witnessed the accident should take notes at the time of the incident however; if this is not possible the witness should fill out and sign the accident form with details of the accident as soon as possible.  The latest that an accident should be reported is when the witness returns to the centre. Parents should be shown the form and asked to sign it. The senior member of staff of whom the accident was reported to should sign the form as well. Parents will be offered a copy of the report on the same day that the accident occurs. The form should then be stored centrally at reception. 
7. Any bump to the head or serious accidents will require the Bristol City Council form1 “Health and Safety Incident/Violence Reporting Form.” The parent/carer must be informed as soon as possible.

