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SECTION 4 
ACCIDENTS, INCIDENTS & HAZARDS 

 
 
1 Introduction 
 
1.1 Under the Health and Safety at Work Act 1974 all employees have a general duty to take  
 reasonable care for the health and safety of themselves and others. 
 
1.2 The following procedures are to help all members of staff in carrying out their  
 responsibilities and to ensure the correct procedure is used. 

 
1.3 Projects must display the telephone number of the nearest Hospital Casualty Department and 

Licensed taxi service near the telephone. 
 
1.4 Where appropriate, if a child attends the setting with an unexplained existing injury, this  

should be recorded on the PACE ‘Existing Injuries Form’ (see Appendix 4.4) and signed by 
the parent/carer. 
 

2 Minor accidents/injuries 

 
2.1 Minor scratches, cuts and grazes should be recorded on a minor injuries record.(see 

Appendix 4.1). 
 
2.2 If a child receives a minor head injury which does not result in the child being taken to 

hospital, parents/carers should be informed and a PACE ‘Bump Form’ completed (see 
Appendix 4.2), a copy of which should be given to the parent/carer.  

  
3 Other accidents/incidents 
 
3.1 Do not leave the child unattended. Seek the assistance of a trained First Aider. 
 
3.2 If it is a hospital case, contact the Ambulance Service on 999. Children who have to go to  

hospital must be accompanied by a permanent member of staff, or a parent/carer if they 
arrive in time. Staff members must not take children to hospital in their own transport. Call an 
ambulance, or licensed taxi if appropriate. Permission for staff to arrange emergency 
treatment will be given at the time the child signs up. The child’s personal file at the project 
must also be taken to hospital with the child. 

 
3.3 The child's parent/carer must be contacted as a matter of urgency. If the parent/carer is 
 unavailable, contact any persons listed as an emergency contact. 
 
3.4 Give details of the accident to ambulance crews and any other relevant information, eg: 

whether the child has had anything to eat or drink. 
 
3.5 Complete a Serious Accident/Incident Report (see Appendix 4.3).  
 
4 ‘Near misses’ 
 
4.1 Under health and safety legislation an incident which nearly results in an injury is classified as 

a 'near miss' and must be reported to the Community & Development Manager and a record 
kept in the daily log book.   

 
4.2 This may result in a new or amended risk assessment being undertaken of the environment, 

activity or equipment. The implication of any amendment to risk assessments should be 
considered in terms of the individual setting, but also for all PACE projects. Where this is the 
case, the Community & Development Manager, or appropriate Board Member should be 
consulted.  
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5 Injuries to staff 
 
5.1 Where a member of staff suffers an injury, which is not classified as 'major' but which results 

in their absence from work for more than 3 days, it must be reported to the Health and Safety 
Executive. Incidents can be reported online at www.hse.gov.uk.  

 
6 Fatal accidents and major injuries 
 
6.1  Certain injuries (see 6.4 below) are classified as 'major' under the 'Reporting of Injuries, Diseases 

and Dangerous Occurrences Regulations (RIDDOR) 1995', and must be reported to RIDDOR 
National Reporting Centre online at www.hse.gov.uk.  

 
6.2 The Service Manager must also immediately contact the Community & Development 

Manager, or in their absence, an appropriate member of the Board who must inform 
Ofsted/CQC within 14 days (see paragraph 10 below for contact numbers).They will want to 
know details about the accident, including the personal details of the people involved, such as 
their name, age and address. They may also ask for this information to be provided in writing, 
but they will clarify this at the time the telephone report is submitted. 

 
6.3 Incidents of this nature must be reported to the CSF Commissioning Officer within 24 hours.  
 
6.4  Whilst this list is not exclusive, major injuries, and those that should be reported to Ofsted/CQC  

include: 
 

 Broken bones or fractures 
 Loss of consciousness 
 Pain that is not relieved simply with pain killers 
 Acute confused state 
 Persistent, severe chest pain or breathing difficulties 
 Amputation 
 Dislocation of any major joint including the shoulder, hip, knee, elbow or spine 
 Loss of sight (temporary or permanent) 
 Chemical or hot metal burn to the eye or penetrating injury to the eye. 
 Injury resulting from an electrical shock or electrical burn leading to unconsciousness; 

or requiring resuscitation; or requiring admittance to hospital for more than 24 hours 
 Unconsciousness caused by asphyxia or exposure to harmful substance or biological 

agent.  
 Medical treatment, or loss of consciousness arising from absorption of any substance 

by inhalation, ingestion or through the skin 
 Medical treatment where there is reason to believe that this resulted from exposure to 

a biological agent, or its toxins, or infected material. 
1
 

 
7 Following an accident, incident or ‘near miss’ 
 
7.1 Accidents, incidents and ‘near misses’ should be reported to the Community &
 Development Manager who will assess whether Ofsted/CQC and the Health and Safety 
 Executive should be informed. If this is the case, they must be contacted within 14 days of the 
 accident. Details of the accident, as well as any action taken as a result must be provided.  
 Further details of how and when to report incidents to Ofsted/CQC are included in 6.2 above. 
 
7.2 Service Managers, with their staff team, must make an early assessment of the cause of any  

accident and act to reduce the risk of reoccurrence. This may result in a new or amended risk 
assessment being undertaken of the environment, activity or equipment. 

                                                
1 List taken from: ‘Serious accidents, injuries and deaths that registered providers must notify to 
Ofsted and local child protection agencies; A childcare factsheet. Published: October 2011 Reference 
no: 110009. 

http://www.hse.gov.uk/
http://www.hse.gov.uk/
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8 Hazard reporting  
 

Hazard reporting is a way for staff to bring faults, hazards, etc, to the attention of 
management. These should be problems which can be rectified on site or by appropriate 
contractors. 

 
Hazards must be recorded in the Daily Log Book and the Service Manager notified. As soon as 
the hazard is identified, a risk assessment will be completed by the person who identified it, all 
staff and adults on site are to read and sign the risk assessment and follow any actions very 
closely until the hazard no longer exists or there is a permanent resolution for the hazard. This is 
to be filed in the health and safety folder, in the section for specific risk assessments along with 
notes of when and how the hazard was rectified. 

 
8.1 Where reasonably possible, the hazard must be removed or rectified.. 
 
8.2 If it is not possible to remove or rectify the hazard, the hazard must be made safe or put out of 
 bounds to prevent accident or injury. There must be a record of this. Long term hazards must be  
 added to the building risk assessment. 
 

8.3 Action taken to rectify the hazard must be recorded in the Daily Log Book. 
 

8.4 Preschool will complete a morning checklist every day to ensure the building is safe for the 
 project in the morning.  
 
9 Reporting a serious/untoward incident 
 
9.1 PACE is accountable to a number of agencies and organisations when reporting serious or 

untoward incidents. This includes funding bodies, such as the London Borough of Camden’s 
Children, Schools and Families Department (CSF) and Ofsted/CQC. There are also incidents 
which, due to their nature, must also be reported to the Health and Safety Executive. 
Individual policies and procedures also identify the necessary action to take when recording 
serious/untoward incidents. This procedure seeks to summarise this information in one 
document.  

 
9.2  A serious or untoward incident is something that happens whilst a service is being delivered 

which impacts on the well-being, safety and/or security of children and young people and 
causes emergency procedures to be used to ensure the well-being, safety and/or security of 
the child/young person involved in the incident and all the other service recipients. 

 
9.3 Examples of serious/untoward incidents include: 

 If a service user has (or is put at risk of) an accident, injury or medical emergency (see 
examples of reportable injuries and accidents 6.4 above). 

 If an incident occurs which results in attendance/involvement of emergency services. 
 If a service user is suspected of being or is actually assaulted or abused. 
 If a service user goes missing or is unaccountable. 
 If a serious allegation is made against a member of staff or service user or member of the 

public. 
 If a staff member acts/behaves inappropriately towards a service user. 
 If a staff member makes a serious error which results in (or had the potential for) service 

user/s being put at risk.  
 Any incidents that lead to the serious disruption of a service including: fire, flood, power 

failure, in particular those which lead to the building being unoccupied. 
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9.4 Immediate action: 
 The Service Manager should initiate the most appropriate procedures relevant to the 

situation. This may include instructing staff to take appropriate remedial actions, informing 
the parent/carer, contacting the Police and/or other emergency services and informing the 
Community & Development Manager or appropriate member of the Board of Directors in 
their absence. 

 The staff must ensure that other service users are kept safe. 
 If the incident is a safeguarding matter the PACE Safeguarding Procedure must be 

followed (Section1). 

 
9.5 Action within 24 hours of the incident: 

 The Service Manager should inform the appropriate member of the Board of Directors.  
 Any incident that is likely to attract media interest should be reported immediately to both 

the Board of Directors, and the CSF Commissioning Officer.  
 The Community & Development Manager should contact the Camden Commissioner via 

email and provide details of the serious incident that has occurred. If there is an urgent 
need to inform the CSF Commissioning Officer, a phone call may also be necessary for a 
prompt response. 

 A Serious Accident/Incident Report (see Appendix 4.3) must be completed by the Service 
Manager.  

 
9.6 Action within 3 days: 

 Where necessary, an action plan should be produced detailing remedial actions required, 
the person responsible and a date for completion. This should be undertaken by the 
Service Manager in consultation with the Community & Development Manager. 

 The completed Incident Report (and action plan) should be sent to the operational lead, 
the child/young person’s social worker/allocated practitioner/lead professional (if one has 
been allocated) and the CSF Commissioning Officer. A copy of any subsequent 
investigative reports should be sent to the CSF Commissioning Officer and the 
operational lead. 

 
9.7 Action within 14 days: 

 Ofsted/CQC must be notified of any serious accident, injury or death. The quickest and 
easiest way to do this is by telephone (see paragraph 10 below – contact telephone 
numbers). They will want to know details about the accident or incident, including the 
personal details of the people involved such as their name, age and address. They may 
also ask for this information to also be provided in writing, but they will clarify this at the 
time the telephone report is submitted.  

 Failure to report an incident to Ofsted/CQC within 14 days is an offence. As such, it is 
recommended that the incident is reported as soon as possible, preferably shortly after 
the accident or incident has been reported to CSF.  

 
9.8 Action within 1 calendar month: 

 The Community & Development Manager should confirm that any actions, identified in 
the action plan have been completed. 

 A final report that details the outcomes, lessons learnt and any change in practice 
(including any ongoing/outstanding actions resulting from subsequent investigations) 
should be completed and sent to the Board of Directors and CSF Commissioning Officer. 

 
9.9 Action to take if the incident occurs outside of office hours: 

 Where urgent Council assistance is needed, report the incident to the Camden 
Emergency Planning and Business Continuity Team unless it is a safeguarding incident in 
which case the Duty & Assessment Team should be contacted. 

 Follow the guidance as stated above. 
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10         Contact telephone numbers: 
 

Camden Emergency Planning & Business Continuity Team 
   Out of hours 

020 7974 2797 
020 7974 4444 

Ofsted reporting line 0300 123 1231 

Care Quality Commission (CQC) reporting line 03000 616161 

Barry Walden, Camden CSF Play Commissioner 020 7974 4110 

Camden Duty & Assessment Team (Mon-Fri 9am-5pm): 
North of Borough Team 
South of Borough Team 

 
020 7974 6666 
020 7974 4094 

Camden Duty & Assessment Team (out of hours) 020 7974 4444 

Health & Safety Executive for Riddor reporting 0345 300 9923 
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APPENDIX 4.1 
 
PACE MINOR INJURIES RECORD 
 
To be used to record minor injuries (cuts, scratches, grazes and bruises) 
 
 

Name of Project 
 
 
 

 

Child’s name 
 
 
 

 

Date of accident 
 
 
 

 

Type of injury 
sustained 
 
 

 

Part of body affected 
 
 

 

Brief description of 
how accident 
occurred 
 

 

Name(s) of 
witnesses 
 
 

 

Details of any First 
Aid administered 
 

 
 
 
 

Name of person 
completing the form 

 
 
 
 

Parent/carer 
informed (date, time 
and method of 
notification) 
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APPENDIX 4.2 

 
BUMP FORM FOR MINOR HEAD INJURY  
 
 

 

BUMP FORM FOR MINOR HEAD INJURY 
 

Date ______________________________ 

 

 

 

 

 

 

 

 

 

 

 

 

Your child ____________________________________________ received 

a bump on the head today. 

 

Please keep an eye on her/him tonight and watch out for any 

signs of concussion or compression. 

 

These are some symptoms to look for: 

 

 Pale, clammy skin, mild headache (concussion) 

 Flushed, dry skin, intense headache (compression) 

 Confusion and sleepiness 

 Nausea 

 Vomiting 

 

Please take your child to hospital if she/he suffers from any of 

these symptoms over the next couple of days. 
 
 

 
 
 
 



PACE Procedures and Policy Manual 2016    

 

APPENDIX 4.3 
 

 
SERIOUS ACCIDENT/INCIDENT REPORT FORM 

 
NB: This form must be completed by the end of the day or first thing the following morning depending 
on when the incident took place. 
 

TO BE COMPLETED ELECTRONICALLY WHERE POSSIBLE 

Name(s) of person(s) on receiving end 
of incident: 
1. 

2. 

3. 

Name of person completing form: 
 
 
Role in organisation of person completing 
form: 

Date of Incident:                                               Time of Incident: 

Place of Incident (full address)  
 

Role in organisation (of persons on receiving end of incident): 
1. 

2. 

3.                                                     

Description of Incident (give full names of all people involved): 
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Relevant events/ behaviours prior to the incident. Describe any precipitating factors 
(refer to incident book  if applicable): 

 

Describe action taken at time of incident and by whom (include any restraint by staff -  
do not include remedial/follow up action): 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name of all persons who witnessed the incident or gave assistance: 
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Describe any injuries during incident and to whom - self, other children & young 
people, other staff, or any other persons - include all injuries including bruises, if 
none state this  (complete accident book) 

 

Treatment for Injuries: Hospital  Y/N    In patient  Y/N     Duration of Stay               

First aid needed:  Yes/No (if so what) 
 
 
 
 
 
 
 
 
 

Describe any damage: (personal, the home, other) 

 
 
 
 
 
 
 
 
 
 
 
 
 

Signature                                                       Print Name                                          
(person completing form) 
Signature                                                       Print Name                                         
(person involved in incident) 
Signature                                                       Print Name                                              
(Witness to incident)               
Signature                                                       Print Name                                              
(Witness to incident)               
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Time                                    Date                                        Incident Form completed 

List professionals contacted during or directly after incident 

Professional Name Date & Time Service Manager's 
Signature 

Service Manager    

Senior Manager    

Board of Trustees    

Designated 
Safeguarding Officer  

   

GP    

Duty Social Worker    

School    

Advocate    

    

Police    

Ambulance    

Fire Brigade    

    

Other    

 
Incidents Reportable to the Board of Trustees 
If one of the following incidents takes place, a verbal report to the Board must be made and 
a copy of this form sent, electronically, on completion. 

 Death 
 Fire 
 Serious injury 
 Serious medication discrepancies  
 Incidents and allegations of abuse 

 

Feedback from the Board of Trustees 
Practices issues to be attended to By whom By when 

   
   
   
   
   
   

General Comment 
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Post Incident Follow-up to be completed by Service Manager: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Date completed 
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APPENDIX 4.4 
PACE EXISTING INJURIES FORM 

 
 
Child’s full name: ______________________________________________  DOB: ____________________ 

 

Description of Injury: (please circle) 
 
Bruise          Cut             Burn           Bump           Graze             Other (please specify) 
 
 
 
Where on the body? eg: inside left knee  
 
 
 
 
 
 

 

How did it happen? 
 
 
 
 
 
 
 
 
 
 

 

Where did it happen? 
 
 
 
 
Time it happened: 
 
 
 

 

What did the child say about the injury? 
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Please mark where each injury is: 
 

Front                                                              Back 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Signed and dated (parent/carer): ________________________________________________ 

 
Print name: _______________________________________________________ 

 
 
Signed and dated (staff): ______________________________________________________ 

 
Print name: _______________________________________________________ 


