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Magdalene Preschool
Health and Safety
Recording and Reporting of Accidents and Incidents
(Including procedure for reporting to HSE under RIDDOR)
Policy Statement
Magdalene Preschool follows the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) for the reporting of accidents and incidents. Child protection matters or behavioural incidents between children are not recorded under this procedure, as separate safeguarding procedures apply.
Procedures
Our Accident Book
• Is kept safely and accessibly
• Is accessible to all staff and volunteers, who are aware of how to complete it
• Is reviewed at least half-termly to identify any potential or actual hazards
Ofsted is notified of any injury requiring treatment by a general practitioner or hospital doctor, or the death of a child or adult.
Where an injury requires GP or hospital treatment to a child, parent, volunteer or visitor, or in the event of a death on the premises, a report is made to the Health and Safety Executive (HSE) in line with RIDDOR requirements.
Dealing with Incidents
We meet our legal responsibilities by complying with RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013). Reports are made to the Health and Safety Executive for:
• Any accident to a member of staff requiring treatment by a general practitioner or hospital
• Any dangerous occurrence, including events that could have caused serious harm (for example gas leaks or electrical faults)
All dangerous occurrences are recorded on a Incident form.
Information for reporting incidents to the Health and Safety Executive is detailed in the Pre-school Learning Alliance Accident Record guidance.
Our Incident Book
• An incident book is maintained to record incidents, including those reportable to the HSE
These incidents include:
• Break-in, burglary or theft of personal or setting property
• Intruder gaining unauthorised access to the premises
• Fire, flood, gas leak or electrical failure
• Attack on a member of staff or parent on or near the premises
• Any racist incident involving staff or families on the premises
• Death of a child
• Terrorist threat or attack
For each incident we record:
• Date and time
• Nature of the incident
• Who was affected
• Actions taken
• Police involvement and crime reference number (if applicable)
• Any follow-up actions or insurance claims
In the unlikely event of a terrorist incident, staff will follow emergency service guidance regarding evacuation, medical aid and contacting families. The Fire Safety Policy will be followed and staff will take responsibility for their key children. The incident will be recorded once the situation is resolved.
In the unlikely event of a child death on the premises, emergency services will be contacted immediately and their guidance followed.
The Incident Book is not used to record safeguarding concerns relating to individual children.
Legal Framework
• Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR 2013)
Further Guidance
• RIDDOR Guidance and Reporting Forms
www.hse.gov.uk/riddor

Link to Safeguarding Policy
This policy should be read alongside Magdalene Preschool’s Safeguarding and Child Protection Policy. Any accident, injury or incident that raises a safeguarding concern will be managed in line with safeguarding procedures and reported immediately to the Designated Safeguarding Lead.
Link to Emergency Evacuation Procedures
In the event of incidents requiring evacuation, staff will follow Magdalene Preschool’s Emergency Evacuation Procedure and Fire Safety Policy. Incident details will be recorded once the situation is safe.

Near Miss Reporting
Near miss incidents (events that could have caused harm but did not) are recorded and reviewed regularly to identify patterns, reduce risks and improve safety procedures.
Staff Responsibilities
All staff have a duty to report accidents, incidents and near misses immediately and to ensure records are completed accurately. Failure to follow reporting procedures may result in further action.
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