Accident and Incident Policy


This policy was adopted at a meeting of:

Gigha Primary School and ELC

On 20th January 2026			 Review Date:20th January 2027
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Signed Designation: Headteacher

This policy was drawn up in conclusion with the staff of Gigha Primary School and ELC. 

An accident is an unfortunate event or occurrence that happens unexpectedly and unintentionally, typically resulting in an injury, for example tripping over and hurting your knee.
 
An Incident is an event or occurrence that is related to another person, typically resulting in an injury, for example being pushed over and hurting your knee.

The purpose of this policy is to ensure that when an accident/incidents occurs at Gigha Primary School and ELC, appropriate action is taken and accurate information is recorded and communicated.
It is the responsibility of every Duty Bearer (member of staff) to ensure that accidents and injuries are dealt with appropriately and swiftly.
This policy supports our whole school Rights Respecting Approach and the Nurtured Learners Element of Argyll and Bute Councils Our Children, Their Future, Thriving Together Document.
UNCRC’s Article 3-The best interests of the child (Rights Holder) must be a top priority in all decisions and actions that affect children.
And specific to the ELC:
SSSC Code of Practice 
Employer:
1.4 I will give workers clear information about their roles and responsibilities, relevant legislation and the policies and procedures they must follow in their work.
Employee:
3.8 I will keep to my employer’s health and safety policies, including those relating to substance misuse. 
6.2 I will maintain clear, accurate and up-to-date records in line with procedures relating to my work.
The safety of the child is paramount. Every measure will be taken to protect your child from hurting themselves. However, sometimes accidents do unavoidably happen, and the following procedure will be carried out in dealing with the situation:
· The child will be comforted and reassured.
· The extent of the injury will be assessed and if necessary, a call for medical support will be made to 999 or the Island Nurse.
· The first aid procedures will be carried out, if necessary, by a trained first aider.
· A Duty Bearer will contact the parent/carer if necessary and inform them of the accident and if needed ask the parent to return to the setting or meet at the designated on-Island Nurses station.
· A phone call to the parents or carers will always be made following a head injury.


After accident/incidents:
 
· An accident/incident report will be completed, signed, and witnessed. 
The form must be written accurately and clearly (see Appendix 1).
· The Head teacher will be informed of any accidents/incidents.
· The parent/carer is asked to sign the accident report and receives a copy.
· This is then filed in the individual child’s file.
· Accidents are logged and evaluated at the end of each month, (Appendix 2) and any patterns in accidents or incidents will be risk assessed and adaptions to the environment or routine will be made to ensure accidents/ incidents are kept to a minimum.


If the incident requires any medical treatment: 
· The Head Teacher will contact the Central Team or Early Years team for additional advice/support.
· The Head Teacher will Inform Care Inspectorate immediately for accidents/incidents involving children in the ELC.

In the case of a head injury.
· Ensure the parent has been phoned to notify.
· Monitor the child thoroughly throughout the day for any changes in health.

Please also refer to Argyll and Bute’s accident, incident and near miss reporting guidance Health and Safety - ACCIN (argyll-bute.gov.uk)

We follow the guidelines of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR), the Health & Safety Executive (HSE).
RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 - HSE

First aid
 
The first aid boxes, located in the nursery and school office, are visibly labelled, with an up-to-date inventory/item list. The contents of the first aid box is regularly checked i.e. expiry dates.
 
The Head Teacher is responsible for making sure that all medical information and emergency contact details on the children’s documents/files are up to date and accurate.
 
When an accident occurs, it is the responsibility of the first aider to determine whether the injury can be dealt with in the setting or if medical assistance is required.












Appendix 1
Copy of letter home

[image: ]Argyll and Bute Council
Comhairle Earra Ghàidheal agus Bhòid

Community Services

Gigha Primary School & Pre-5 Unit
Isle of Gigha, Argyll, PA41 7AA.
Tel:  01583 505259

If phoning or calling please ask for:
Head Teacher:  Alexandra Vipurs 

Email:  enquiries-gigha@argyll-bute.gov.uk

Dear Parent/Carer

Your child  ………………………………………………………………..……………………………....
has had a minor accident at school today.


Details of accident  (inc date/time/place  

………….………………………………………………………………………………………………
…………………….…………………………………………………………………………………

What happened (give brief details of accident)  ......…………………………………………………

……………………………………………………………………………………………………………
……………………………………………………………………………………………………………


Treatment Administered (if any)

……………………………………………………………………………………………………………

……………………………………………………………………………………………………………


Medical Treatment Required:  Yes/No   

(If Yes please complete PERS 100 and discuss with manager)


Signature of Worker  ……………………………………   Date  ……………………..

Signature of Parent  ………………………………………Date  ……………………..

Please file completed form form in Accidents Folder and pass a copy to Parent.  Completed form to be kept in child’s folder.





Appendix 2
Accident / Incident Log End of Month Review

Month/Year:

	Accident Type
	Total
	Notes: follow-up required/contributory factors /review date if applicable.
	Staff Signature/Date
	Date of Review/Comments/Corrective Actions/
Signature (If Applicable)

	Incident with other child
	
	
	
	

	Doors
	
	
	
	

	Resources /Toys 
	
	
	
	

	Outdoors 
	
	
	
	

	Furniture 
	
	
	
	

	Trip/Fall
	
	
	
	

	Self-illness 
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