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Rationale 
 
St Michael’s School places the health, safety and security of the children, staff and parents 
as its highest priority. St Michael’s School has devised efficient and effective procedures to 
ensure that emergency situations are dealt with efficiently and effectively and to ensure 
the safety and welfare of children who attend the school at all times. 
 
St Michael’s School has developed procedures for the following situations which must be 
adhered to by all staff: 
 

1. Minor Accident, Incident or Illness 
2. Major Accident, Incident or Illness 

 
St Michael’s School has written this policy to ensure that best practice and procedures are 
carried out at the school. This policy complies with the legal requirements of the Early Years 
Foundation Stage statutory framework. 
 
Implementation of Policy 
 
Minor Accident, Incident or Illness 
 
In the event of a minor accident, incident or illness, school staff must follow the steps listed 
below: 
 

1. The nearest First Aider will take responsibility for the incident and will decide upon 
any action which needs to be taken. 

 
2. Staff members must inform and ask the support of the Pediatric First Aiders of any 

incident involving EYFS and KS1 immediately. 
 

3. If the First Aider dealing with the incident does not feel hospital treatment is needed, 
they will administer first aid and treatment according the school policy and 
procedures.  
 

4. Details of the incident and treatment must be recorded on an Incident Report Form 
(Pink accident book) and a copy kept in the school files for examination by the child’s 
parent or responsible person. 
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5. The child must be given a First Aid Sticker or a Bumped Head Sticker as another way 
to inform the parents that the child has received first aid.  
 

6. If the person has a head injury or an injury that is bleeding a lot or a concern to the 
first aider (but not enough for hospital treatment) the parent should be informed by 
telephone and given the option of coming to the school to either collect or look at the 
injury. The parent (if injury to child) must be given a copy of the Head Injury Letter 
/Hospital advice letter and asked to sign. 

 
7.  After medical treatment has been administered the person requiring attention may 

return to their activity or session in agreement with the First Aider. The First Aider will 
inform the session leader/class teacher and the person will be closely monitored until 
they leave the school. 
 

8. At the end of the school session the class teacher/session leader will communicate 
with the parent (if child injured) and give a full and detailed explanation of the 
incident. A copy of the Incident Report form should be given to the parent, and if a 
head injury, the specific head injury letter must be given to the parent. Any comments 
made by the parent should be recorded on the incident report form. 

 
9. If the injury or illness incurred was deemed too serious for treatment by the First 

Aider, but does not require admission to hospital, the parent or carer must be 
contacted immediately and asked to collect their child. The child will be kept under 
close supervision and made as comfortable as possible whilst waiting for their parent 
or carer to arrive. 

 
10. If the accident was caused by a problem or weakness in the school’s policies or 

procedures the Headteacher must immediately take action to rectify the problem. 
The incident must be reported to the Headteacher who will take immediate action to 
remedy the problem and prevent a reoccurrence. 

 
 
Major Accident, Incident or Illness 
 
In the event of a major accident, incident or illness, school staff must follow the steps listed 
below: 
 

1. The First Aider will take charge and assume responsibility for the incident. They will 
assess the situation and decide on the action which needs to be taken. The 
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Headteacher must also be informed immediately and given a full and detailed 
explanation outlining the situation. 

 
2. Staff members must inform and ask the support of the Pediatric First Aiders of any 

incident involving EYFS and KS1 immediately. 
 

3. The First Aider will use their skills and training to decide whether the person requires 
admission to hospital or whether they are able to wait for their parent or a 
responsible person to collect them. 
 

1. If hospital admission is required the Headteacher or responsible adult will call an 
ambulance and contact the child’s parent or carer. 
 

2. The Headteacher or a member of staff will accompany the child or person to hospital 
and will consent to medical treatment if an Emergency Medical Treatment Form has 
been completed and signed (completed form is held in each child’s personal file, 
located in the school office). A copy of the signed form should be taken to the hospital 
and handed to the medical staff dealing with the child. 

 
3. The member of staff who has accompanied the person to hospital must remain with 

the person and family until a full and detailed explanation has been given, and the 
person or parent is happy for the staff member to leave. 

 
4.  In the situation where hospital admission is not necessary but their condition means 

they are not able to stay at the school, the parent or responsible person will be 
contacted and asked to collect them at the earliest opportunity.  The child or injured 
person will be made as comfortable as possible and be kept under close supervision 
by the designated First Aider.  

 
5. Parents or carers will be informed of the incident in detail and action taken as a result 

of the incident. The parents will be given a copy of the Incident Report Sheet which 
they will be asked to sign to acknowledge that they have been informed. 
 

6. The parent will be asked to sign a document showing they have been advised by the 
school to monitor the child/seek medical advice/take the child to hospital. 
 

7. The school has a strict policy that all accidents or incidents no matter how minor will 
be recorded in detail and filed in the Accident book.  
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8. The school will also notify the Local Authority and appropriate government agencies 

of any serious accident or injury to a child whilst in the care of the school using the 
Durham County Council Corporate accident/ incident/ill-health or near miss form, 
accessed via the Extranet, under Useful Links at: 
http://schoolaccident.durham.gov.uk/Login.aspx?url=/EnterDetails.aspx, or by 
contacting the Durham County Council Health & Safety team. 
 

9. The Headteacher will investigate every incident and assess whether it occurred as a 
result of poor systems and procedures at the school.  The Headteacher will take 
immediate action to remedy any weakness that has been identified that could pose a 
further hazard to children or school users. 
 

Disability Equality Impact Assessment 
 

This policy has been written with reference to and in consideration of the school’s Disability 
Equality Scheme.  Assessment will include consideration of issues identified by the 
involvement of disabled children, staff and parents and any information the school holds on 
disabled children, staff and parents. 

 

Any questions or concerns regarding this policy should be made to Mrs J Bruton 
 
 
 
 

http://schoolaccident.durham.gov.uk/Login.aspx?url=/EnterDetails.aspx

