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18.  Incident Policy 
 

Statement of intent 

We follow the guidelines of the Reporting Injuries, Diseases and Dangerous 

Occurrences (RIDDOR) for the reporting of accidents and injuries.  Child protection 

matters and behavioural incidents between children are not regarded as incidents and 

there are separate procedures for this.  

 

Procedure 

Accident Book 
We maintain an accident book on the premises. 
 
Our Accident Book: 
 

• Is kept safely and accessibly 

• Is accessible to all staff and volunteers, who know where it is kept and how to 

complete it; and 

• Is reviewed at least half termly to identify any potential or actual hazards. 

  
Parents are informed on the same day of any accident or injury sustained by their child, 

and of any first aid treatment given. Parents are asked to sign the accident book to 

acknowledge this. 

 

Ofsted is notified as soon as possible, and always within 14 days of any injury requiring 

treatment by a General Practitioner or hospital or the death of a child or adult. 

 

We make a report to the local office of the Health and Safety Executive and the local 

child protection agency: 

• Where there is any injury requiring General Practitioner or hospital treatment 

to a child, parent, volunteer or visitor or where there is a death of a child or 

adult on the premises. 

• Where there is any dangerous occurrence (i.e. an event which does not 

cause an accident but could have done).   

These are recorded in the Incident Book. 
 
 

Incident Book 
 

• We have ready access to telephone numbers for emergency services.  These 

are located in the pre-school diary kept on the premises, and also in the 

operating plan, also kept on site. 
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• Any significant incidents are reported precisely and swiftly (within 7 days of the 

incident) in the Incident Book. 

• The Incident Book is not used for recording issues of concern involving a child.  

This is recorded in the child’s own file. 

• The Incident Book can also be used by staff members. 

• In accordance with RIDDOR, we report to the Incident Contact Centre (0845 

3009923) any dangerous occurrence (which did not but could have resulted in 

a reportable injury).  Ofsted is also informed in this event. 

• Any incident resulting in injury is dealt with in accordance with our Accident 

Book procedure above. 

• In the event of a major incident requiring evacuation, arrangements are in place 

with Thorverton Primary School to relocate children from pre-school to the 

church. 

• Pre-school has a separate Emergency Plan, written to co-incide with 

Thorverton Primary School procedures. 

 

Legal Framework 

The Reporting of Injury, Disease and Dangerous Occurrences Regulations 1995. 

 
 

This policy was adopted at a committee meeting of Thorverton Pre-School. 

Held on  

Date of next review  

Signed on behalf of committee  

Name of signatory  

Role of signatory  

 


	18.  Incident Policy
	Statement of intent


