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Incident, Accident, Injury, Trauma, and Illness Policy 
 

Rationale: 
  
 To provide staff and management with guidelines and procedures to 

follow in the event of an incident, trauma, illness resulting in injury to a 
child, staff member, family member or visitor to the Centre and / or an 
incident that breaches requirements of the National Law & Regulation. 

 
Child Supervision imperative: 
 

It is important that in the case of an incident or accident, educators 
remain calm and  present as in control to the children. All Educators 
and volunteers must make supervision of all children on site or on 
excursion, the priority action in all circumstances. It is from this first 
imperative that all other required actions should be prioritised and 
acted upon with no cost to optimal supervision. 
For example: before leaving the floor to attend to an incident  or 
rushing to the aid of a single child, ensure communication systems are 
utilised to recruit back up supervision for the larger group, so you are 
free to attend to the singular child crisis. This is so that a further 
incident is not caused due to a gap in general supervision whilst the 
educators’ focus is directed to a more specific need. 

 
Definitions: 
 

 First Aid Certificate (HLTAID012 Provide First Aid in an Education and 
Care Setting).:  
Current recognised qualification as issued by a Workcover endorsed 
Training Organisation 
 
Workcover:          
Governing & Compliance body for Workplace Safety 
 
WHS:                   
Work Health & Safety 
 
Minor Injury:         
Where injury can be dealt with by general First Aid practices.  

  
Major Injury:        
Where it is necessary to call for an Ambulance or secure external 
Medical Assistance. 

  
Critical Injury:      
Injury is deemed life threatening. 
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Serious Incident:  
Includes the death of a child while attending care, or following an 
incident while attending care; an incident involving injury, trauma or 
illness of a child where medical attention was sought or should have 
been sought; an incident at the service where the attendance of 
emergency services was sought or should have been sought, if a child 
is missing or cannot be accounted for, if a child appears to have been 
taken or removed from the service in a way that breaches National 
Regulations or if a child is mistakenly locked in or locked out of any part 
of the service premises. 
 

 CPR:           
Cardiopulmonary Resuscitation 
 

 NQAITS: 
National Quality Agenda IT System – portal for reporting 

  
RPIC: 
Responsible person placed in day-to-day charge. 
 
Educator:              
Any person who works directly with children and is included in the 

‘educator-to-child’ ratio 
 
Staff:   
Adults, not included in the educator to child ratios, and/or  
perform another primary function in the education and care service. 
On enrolment, an agreement will be obtained in writing from the adult 
responsible for the child to allow the Team Leader /RPIC to seek 
medical attention if required.  The parent / guardian accepts all financial 
responsibility for medical attention. 

 
For effective planning and response to minor accidents / illness / incidents: 
 
The Centre has an educator / staff member with a current HLTAID012 First 
Aid Certificate (Provide First Aid in an Education and Care Setting) on the 
premises while the children are attending the Centre or on excursion.  his 
person will assess the accident / situation and if minor, treat the injury or, if in 
any doubt, will call the doctor / ambulance.  Copies of all educator / staff First 
Aid Certificates are kept on file in the Electronic Staff Records Register. 
 
Staff/educators will take all precautions to reduce the incidence of minor 
accidents / illness / incidents. Staff/educators will continually assess the 
environment for potential accidents that can occur.  
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Staff/educators will be familiar with emergency procedures. Current 
emergency services telephone numbers are displayed beside all telephones 
within the service.  
 
A cold pack is kept in the freezer at all services and taken on excursions and 
to the oval. 
 
If a child becomes ill or is injured in circumstances which call for immediate 
medical attention, all reasonable steps will be taken, without delay, to secure 
that medical attention, and to notify the person responsible for the child. 
 
In the event of a child needing further treatment or transport to hospital, an 
educator or staff member will accompany the child to the hospital or medical 
treatment and remain with the child until the parent / guardian arrives.  If 
educator: child ratios are affected at the Centre, additional staff or educators 
will be called in and /or arrangements made to ensure that care is not 
compromised. 
 
In the event of a Critical Injury the correct Departmental Procedure will be 
followed. 
 
 
Reporting requirements: 
 
Details of all incidents of illness, accident or injury to a child shall be recorded 
on the Incident, Injury, Trauma & Illness Observation & Documentation Form 
 
Accidents / illness / incidents that require educators / staff to monitor the child 
and / or apply basic first aid, will be recorded on an Incident, Injury, Trauma & 
Illness Observation & Documentation Form. The parent / guardian will be 
asked to sign this after the incident has been reported to them and a copy will 
be given to them if requested. The Parent / Guardian is to be contacted at the 
time, when an Incident, Injury, Trauma & Illness Observation & 
Documentation Form has been completed where the child has required 
ongoing monitoring or any type of follow up.  
 
In the event of a child needing medical attention from a doctor or ambulance, 
the Team Leader/RPIC will ensure an Incident, Injury, Trauma & Illness 
Observation & Documentation Form has been completed prior to leaving the 
Centre at close of business. The parent / guardian will be required to sign and 
take a copy.   
If a parent / guardian notifies the Centre that further medical attention was 
sought the details as given from the parent are to be documented on an 
Incident, Injury, Trauma & Illness Observation & Documentation Form.  This 
must be completed within 24 hours of the incident occurring. This is deemed a 
Serious Incident and must be reported to the Regulatory Authority by 
lodgment of a ‘Notification of Serious Incident’ Form SI01 via the NQAITS.  
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In the event of an incident occurring that a child leaves the Centre without an 
authorised parent / guardian or adult, and there is no written authorisation or 
Behaviour Guidance plan in place detailing parent / guardian consent to allow 
this to happen, staff / educators will implement the “Child running away from 
the Centre” procedures and document the incident.  This is deemed a Serious 
Incident and must be reported to the Regulatory Authority by lodgment of a 
‘Notification of Serious Incident’ Form SI01 via the NQAITS. 
 
All written records must be kept confidential and stored at the centre until the 
child is 25 years old. 
 
The Centre has first aid kits for use on excursion and at the Centre, any 
contracted transport is required to carry first aid kits. Emergency Medications- 
i.e. Asthma medication and/or Epipens will be kept in their own kits or carry 
containers and are always accessible at the Centre or on Excursion. As part 
of WH&S requirements, staff maintain and keep up to date the contents of first 
aid kits and emergency medications.   
 
Basic First Aid that can be administered in accordance with the Basic First Aid 
Training e.g.: Cold packs, Bandaging & Splinting. No creams or ointments will 
be applied although Band-Aids may be administered. 
 
Staff/educators will not remove ticks and large splinters. Parents/authorised 
persons will be asked to collect their child and seek medical attention.  
 
The Poisons Information Centre telephone number 13 11 26 is displayed near 
the Centre telephone and stored in Centre Mobile Phones. 
 
In the event of a staff member, family member or visitor being injured at the 
Centre, the First Aid procedures will be followed as required and reported on 
an Incident, Injury, Trauma & Illness Observation & Documentation Form.  
This will be reported to the HNS Manager. 
 
Related Regulations and References: 
 

National Education and Care Regulations 
12 Meaning of serious incident 

85 Incident, injury, trauma and illness policies and procedures 

86 Notification to parents of incident, injury, trauma, and illness. 

87 Incident, injury, trauma, and illness record 

89 First Aid Kits 

99 Children leaving the education and care service premises 

168 
2:a:iv 

Education and Care service must have policies and procedures. 
The administration of First Aid 

2:b Incident, injury, trauma, and illness procedures complying with Regulation 85 
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177 Prescribed enrolment and other documents to be kept by approved provider 

183 Storage of records and other documents. 

 
 

National Quality Standard (NQS) 

Quality Area 2: Children’s Health and Safety 
2.1 Health Each child’s health and physical activity is 

supported and promoted 

2.1.2 Health practices and 
procedures 

Effective illness and injury management and 
hygiene practices are promoted and implemented 

2.2 Safety Each child is protected 

2.2.1 Supervision At all times, reasonable precautions and adequate 
supervision ensure children are protected from 
harm and hazard 

2.2.2 Incident and emergency 
management 

Plans to effectively manage incidents and 
emergencies are developed in consultation with 
relevant authorities, practiced and implemented. 

2.2.3 Child Protection Management, educators, and staff are aware of 
their roles and responsibilities to identify and 
respond to every child at risk of abuse or neglect. 

 
Related Centre Policies & Procedures 

• Child running away from the Centre Procedures 

• Emergency Evacuation Policy & Procedures 
 
Related Centre Forms  

• Incident, Injury, Trauma & Illness Observation & Documentation Form 

• ‘Notification of Serious Incident’ Form SI01 
 

References: 

• NCAC – Sample First Aid Policy Template 

• Network of Community Activities – Policies in Practice 
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Incident, Accident, Injury, Trauma, and Illness Procedures 
 

Before / After School and Vacation Care 

 
Minor Injury: 

1. Acknowledge the child and provide calm reassurance that  you 
are going to attend to them but first need to let another educator 
know so they can take up your supervisory tasks. Once back up 
arrives: 
  
First Educator to Apply basic First Aid Practice and comfort 
child.  Disposable gloves should always be worn when 
administering First Aid. 
 
Second Educator to calm the rest of children , move them into 
another play area so that better supervision is possible to cover 
the educator attending the injury. 

 
2. Document Injury in the  Incident, Injury, Trauma & Illness 

Observation & Documentation Form (Section 1). 
  Information to be included: 
    Date 
    Time of Incident, Injury, Trauma or Illness 
    Name of Child, Date of Birth and Age 
    Brief Description of Incident  
    First Aid applied. 

Photograph taken on an HNS Mobile phone where 
applicable. 

    Signature and Name of Educator  
 

3. If the child requires monitoring for signs of further distress or 
escalation with the injury or illness advise Team Leader/ RPIC 
who will assist the child and will complete Section 2 onwards on 
the Incident, Injury, Trauma & Illness Observation & 
Documentation Form 

 
4. When an Incident, Injury, Trauma & Illness Observation & 

Documentation Form has been, the Team Leader/RPIC will 
advise parent / guardian of Incident and have them sign 
Accident / Incident & Illness Report and take a copy where 
applicable. 

 
  5. If further medical assistance is sought or a parent / guardian 

advises that they sought medical assistance, the Team 
Leader/RPIC will complete the Incident, Injury, Trauma & Illness 
Observation & Documentation Form as detailed in the Policy 
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6. The Team Leader/RPIC will make a follow-up phone call to the 
family the next day to ensure that the child is well or if any 
further medical attention was required. Complete reports as 
necessary 

 
Major Injury: 
 

1. Don't Panic. Calm children in vicinity and make visual 
assessment of injured child’s immediate safety.  
 
It may be necessary to ask the children close to the situation for 
assistance to get another educator. Otherwise use 
communication system to alert another educator and instruct 
them to take over the supervision of the main group. 

 
2. First Educator to Apply basic First Aid Practice and comfort  

child. Call for Medical Assistance if required. Disposable gloves 
should always be worn when administering First Aid. 
 
Second Educator to calm the rest of children, move them into 
another play area so that better supervision is possible to cover 
the educator attending the injury .Use communication systems 
to get instructions to the Team leader, RPIC or Coordinator to 
ensure the parent is informed of the major injury ASAP. 

 
 3. Team Leader/RPIC to contact Parent / Guardian 

or Emergency Contact if parent / guardian is unavailable and 
advise them to meet Ambulance or Staff and child at the hospital. 

 
4. Staff member as designated by the Team Leader/RPIC to 

accompany child to the hospital.  As required the Team 
Leader/RPIC will organise replacement educators to maintain 
educator: child ratios and adequate supervision. 

 
5. Team Leader/RPIC will ensure a complete Incident, Injury, 

Trauma & Illness Observation & Documentation Form is 
completed prior to leaving the Centre at close of business. Once 
completed and signed the parent / guardian will be required to 
sign and take a copy.     

 
6. Documentation must be completed, and parent / guardian 

advised within 24 hours of the incident occurring. This is deemed 
a Serious Incident and must be reported to the Regulatory 
Authority by lodgment of a ‘Notification of Serious Incident’ Form 
SI01 via the NQAITS. 

 
7. Team Leader/RPIC to notify the Coordinator of the situation as 
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soon as possible and prior to leaving the Centre at close of 
business. The Coordinator will advise the Nominated Supervisor 
at this time also. 

 
Critical Injury: 
 

1. Don't Panic. Calm children in vicinity and make visual 
assessment of injured child’s immediate safety.  

 
2. In the event of a child suffering a critical injury, immediate CPR.  

will be administered and the Ambulance will be called. 
 
It may be necessary to ask the children close to the situation for 
assistance to get another educator. Otherwise use 
communication system to alert another educator and instruct 
them to take over the supervision of the main group. 

 
3. First Educator to Apply basic First Aid Practice and comfort  

child. Call for Medical Assistance if required. Disposable gloves 
should always be worn when administering First Aid. 
 
Second Educator to calm the rest of children , move them into 
another play area so that better supervision is possible to cover 
the educator attending the injury .Use communication systems 
to get instructions to the Team leader or Coordinator to ensure 
the parent is informed of the major injury ASAP. 
 

 
4. Team Leader/RPIC is to notify Parent / Guardian 

or Emergency Contact that a serious incident has occurred, and 
the child is being transported to hospital. 

  Request the Parent / Guardian to proceed immediately to  
  the hospital. 
 

3. Team Leader/RPIC to contact Coordinator or HNS Manager as 
soon as possible. 

  
 In the event of a child’s death, it is the responsibility of the Doctor  
 or the Police to inform the parent / guardian. 
 
 NB: The site of the accident should not be cleared, or any blood or 

fluids cleaned up until after approval from the Police. 
 
 All children should be moved away from the scene and if 

necessary, parents contacted for early collection of children.   
 

The children should be reassured and notified only that a serious 
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incident has occurred. 
 
 

4. The Nominated Supervisor will contact the Child Protection 
Helpline – 132 111.  Written confirmation of conversation with 
nominated officer with date and time, will be kept. 

 
5.. Team Leader / Coordinator will complete an Incident, Injury, 

Trauma & Illness Observation & Documentation Form prior to 
leaving the Centre at close of business in preparation for 
completing SI01 form.  Due to the circumstance’s parent / 
guardian will not be required to sign at this stage.     

 
6. Documentation must be completed, and parent / guardian 

advised within 24 hours of the incident occurring This is deemed 
a Serious Incident and must be reported to the Regulatory 
Authority by lodgment of a ‘Notification of Serious Incident’ Form 
SI01 via the NQAITS. 

 
7. It is essential that counseling is available for all staff in a timely  

manner. 
Illness: 
 

1. In the event of a child becoming unwell / sick at the Centre, 
staff/educators need to provide a quiet area which is compliant 
with the guidelines set out in the Risk Minimisation Plan for 
COVID 19 and other Pandemic Outbreaks, for the child to rest 
while parent / guardian is contacted to collect their child.  Sick 
children cannot remain at the Centre. The Team Leader / RPIC 
will ensure the Incident, Injury, Trauma & Illness Observation & 
Documentation Form is completed.  Team Leader / RPIC is to 
discuss the possible requirements needed before the child can 
return to care.  Where a Doctors certificate is required or 
obtained by the parents it is to be electronically stored on the 
child’s Xplor profile. 
 

2. Staff/educators to monitor the child until the parent / guardian 
arrives, ensuring they are as comfortable as possible. Record 
any relevant notes as required to add the child Incident, Injury, 
Trauma & Illness Observation & Documentation Form. 
 

3. Team Leader/RPIC will provide information surrounding the 
development of the illness to the parent / guardian If they require 
written information an Incident, Injury, Trauma & Illness 
Observation & Documentation Form will be completed and 
signed. 
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  4. If further medical assistance is sought or a parent / guardian 
advises that they sought medical assistance, the Team 
Leader/RPIC will complete an Incident, Injury, Trauma & Illness 
Observation & Documentation Form as detailed in the Policy 

 
 

After the immediate incident is made safety: 
 
1. In the event of an Incident occurring at the Centre that involves 

injury, trauma or breach of Regulations, Team Leader/RPIC will 
complete Incident, Injury, Trauma & Illness Observation & 
Documentation Form and have the parent sign and take a copy. 

 

2. A separate form must be completed for each child involved in 
the incident. 

 

3. Depending on the severity of the incident, the Team 
Leader/RPIC will advise parent / guardian of further paperwork 
that may need to be completed. The Team Leader/RPIC will 
organise for educators / staff to provide a fully written report 
prior to leaving the Centre at close of business. 

 
5. The Team Leader/RPIC will notify Coordinator of events, and 

work with the Coordinator on further action and follow-up. 
 

6. If the Incident is deemed to be a serious incident as per 
regulations the appropriate procedure will be followed as 
detailed in the policy. 

 

Death or Serious Injury to a child or educator out of hours: 
 
Educators in the Centre must be prepared to handle all incidents in a 
professional and sensitive manner. In the event of tragic circumstances such 
as the death of a child or educator, the educators will follow guidelines as 
listed to minimise trauma to the remaining educators and children in the 
service. 

 
1. In the event of a death occurring out of centre hours, a clear 

emergency procedure will be maintained for the other children at 
the centre. 

 

2. If a child is the deceased, the nominated supervisor should 
contact the child’s school to liaise with them regarding the  
school’s response to the event. 

 
3. The nominated supervisor should also contact the NSW 

Regulatory Authority to seek advice on appropriate response 
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from the service. The school and Network of Community 
Activities should be contacted to seek additional support, 
resources, or advice. 


