Rydalmere Public School Preschool Procedure

Incident, injury, trauma, and illness
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Education and care
services regulation/s

Regulation 85
Regulation 86
Regulation 87

NSW Department of Education policy,
procedure or guidelines

The following department policies and
relevant documents can be accessed
from the preschool section of the
department’s website;
•

Regulation 168 (2)(b)
•
•
•
•
•
•

Relevant
National
Quality
Standard/s

School policy
or procedure,
where
applicable

2.1: Each
child’s health
and physical
activity is
supported
and
promoted.

Student Health in NSW Public
Schools: A summary and
2.2: Each
consolidation of policy
child is
PD/2004/0034/V01
Reporting School Accidents Policy protected.
PD/2002/0064/V04
Incident Reporting Policy
PD/2007/0362/V03
Emergency management
procedure
First aid information
Preschool notification fact sheet
(attached below)
Preschool notification guidelines
(attached)

Resources: ACECQA Incident, injury, trauma and illness record
Procedure
1.

All efforts must be made to ensure that equipment, furniture and resources are free from hazards. Any large item
that is deemed unsafe (such as furniture or structural damage), is to be reported to the principal and WH&S
representative for immediate attention. Any smaller item is to be removed immediately to prevent injury.

2.

Educators must have current qualifications in First Aid and CPR, including anaphylaxis and emergency asthma first
aid (Regulation 136). In Departmental preschools, this person may be located in the school but must always be
immediately available in an emergency - Regulation 136 (2).

3.

A comprehensive and fully stocked First Aid Kit is kept on the premises in the kitchen and outdoors, which are
easily accessible to staff, but out of reach of children and readily available for excursions or visits to the school.

4.

A Cardiopulmonary Resuscitation (CPR) chart for adults and children must be displayed in prominent positions,
both indoors and outdoors at the preschool.

5.

Emergency contact numbers are displayed near all phones and outdoors to ensure quick access. These include:
• Emergency number – 000
• Poisons Information Centre
• Local Hospital Casualty Department
• Local Police
• Street Address and Telephone Number of the Preschool
• Nearest Crossroad to the Preschool Premises

6.

Action plans for children with serious medical conditions such as diabetes, asthma and anaphylaxis should be
displayed clearly throughout the preschool and a copy stored with medication in the kitchen.

7.

Educators have a duty of care to comfort and care for sick and distressed children and to administer assistance if
required. These children should be supervised by an educator and comforted whilst receiving treatment.

8.

Appropriate notification must be made in the event of an injury, illness or trauma. All injuries, incidents or
traumas must be recorded in the "Injuries, Incidents or Traumas" registers, of which are available in each room
and outdoors in the first aid cupboard. Another educator should witness the first aid being administered and sign
the record.

9.

Any injury involving the head, including a minor bump, needs to be reported to the principal immediately. The
parent is also to be contacted and an incident report completed.

10. In the case of a serious incident, injury or trauma, in which medical treatment is sought and/or required, such as
an ambulance is called to the premises, a visit to the doctor or hospitalisation, the following people must be
notified:
-

The child's parent/caregiver
The school Principal
The Early Learning Unit
ACECQA

11. Parents must inform staff of any changes in place of work, phone numbers and addresses so that records are up
to date and parents are easily contactable in the event of illness, accident and/or trauma.
12. If a child is deemed to be too ill and/or injured to remain at preschool, parents will be contacted so arrangements
can be made for the collection of the child.
13. Staff must complete an ‘Injuries, Incidents, Trauma & Illness’ form within 24 hours of the incident and parents
must sign this form as it includes crucial details about the child's injury, incident or trauma. If parents are unable
to be contacted, emergency contacts provided on information forms will be contacted.
14. Illness, accident, injury and trauma records must be kept on premises until the child reaches the age of 25 years.
The principal should be given copies of these reports if notifications are required.
15. In the event of an injury, incident or trauma to a staff member, volunteer or student, the Principal needs to be
notified and an accident report filled out and filed on premises. The injured person also needs to report an
incident within 24 hours.

