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INCIDENT, INJURY OR TRAUMA

AIM

This policy will guide educators and staff in the management of illness or injury and provide guidance of the
required action to be taken in the event of an incident, injury, trauma or illness occurring when a child is educated
and cared for.

IMPLEMENTATION

Leadership will:

Develop and review this policy as needed ensuring all obligations under the Education and Care Services
National Law and National Regulations are met.

Ensure educators, staff, students, visitors and volunteers have knowledge of and adhere to this policy and
associated procedures.

implement the Reporting critical incidents and injuries procedure? This includes: reporting serious and
criticalincidents on the Information and Response Management System (IRMS) within 12 hours

using the Incident, injury, trauma and illness record to notify parents of the incident The site leader must
report directly to the Standards Board for any IRMS reports for children enrolled in the long day care
program.

In the event of a severe injury or death of a child, ensure the site is preserved where possible, and no
evidence is disturbed other than to provide immediate medical assistance.

Ensure all external communications, including media enquiries, are referred to DfE Communications in
accordance with Department protocols.

Observe the following as a serious or critical incident defined by reg 12

a) the death of a child:

(i) while being educated and cared for by an Education and Care Service or

(ii) following an incident while being educated and cared for by an Education and Care Service.

(b) any incident involving serious injury or trauma to, or illness of, a child while being educated and cared
for by an Education and Care Service, which:

(i) a reasonable person would consider required urgent medical attention from a registered medical
practitioner or

(if) for which the child attended, or ought reasonably to have attended, a hospital. For example: whooping
cough, broken limb and anaphylaxis reaction

(c) any incident or emergency where the attendance of emergency services at the Education and Care
Service premises was sought, or ought reasonably to have been sought (e.g.: severe asthma attack,
seizure or anaphylaxis)

(d) any circumstance where a child being educated and cared for by an Education and Care Service

(i) appears to be missing or cannot be accounted for or

(ii) appears to have been taken or removed from the Education and Care Service premises in a manner that
contravenes these regulations or

(iii) is mistakenly locked in or locked out of the Education and Care Service premises or any part of the
premises.

Communicate with the site’s Education Director when a serious or critical incident happens and / or DfE
incident management division.

Site will work under direction of DfE Incident Management in severe incidents.

Implement the Emergency management framework

Follow up any management or reporting of serious or critical incidents including contacting emergency
services before, during or after an incident (including reporting to SAPOL).



https://edi.sa.edu.au/library/document-library/controlled-procedures/reporting-critical-incidents-and-injuries-procedure.pdf
https://edi.sa.edu.au/operations-and-management/emergency-management/irms
https://edi.sa.edu.au/library/document-library/early-years/early-childhood-services/incident-injury-trauma-and-illness-record.pdf
https://edi.sa.edu.au/operations-and-management/emergency-management/emergency-policies-and-procedures
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Ensure all Incident, Injury, Trauma and Illness Records are completed in full and kept until the child is 25
years of age.

Notify families of any outbreak of an infectious illness (e.g.: Gastroenteritis, whooping cough) within the
Service via our notice board, online app or email to assist in reducing the spread of the illness

When a child has been diagnosed with an illness or infectious disease, the Service will refer to information
about recommended exclusion periods from the Public Health Unit (PHU) and Staying Healthy: Preventing
infectious diseases in early childhood education and care services.

Support staff in developing skills to deliver trauma informed relational pedagogy based on frameworks in
use at the service (Play Spaces, Responsive Relationships, Circle of Security, Marte Meo,)

Facilitators will:

Ensure they report critical incidents to Leadership (see definition of Critical Incidents below)
Follow the Critical Incidents Flowchart

Educators will:

Inform Leadership immediately if a critical incident occurs or a child suffers a serious injury (one that
requires medical attention, emergency services to be called or needs more attention than first aid).
Uphold their duty of care at all times by following site and Department policies and procedures.

Follow the appropriate first aid procedure for the injury if they are trained in first aid or find a staff member
who is.

Follow phone call protocol when notifying parents of incidents over the phone.

Complete an Incident, Injury, Trauma or Illness Record if they witness the incident or are the first person to
be made aware of the incident (for example, if a child reports an injury or was not in view when the incident
occurred).An Incident, Injury, Trauma and Illness record contains details of any incident, injury, trauma or
illness that occurs while the child is being educated and cared for at the service. The record will include:
-name and age of the child

-circumstances leading to the incident, injury, illness

-time and date the incident occurred, the injury was received, or the child was subjected to -trauma
-details of any illness which becomes apparent while the child is being cared for including any -symptoms,
time and date of the onset of the illness

-details of the action taken by the educator including any medication administered, first aid provided, or
medical professionals contacted

-details of any person who witnessed the incident, injury or trauma

-names of any person the educator notified or attempted to notify, and the time and date of this

-signature of the person making the entry, and the time and date the record was made

Complete documentation of any incident, injury or trauma that occurs when a child is being educated and
cared for by the Service. This includes recording incidences of biting, scratching, dental or mouth injury.
Due to Confidentiality and Privacy laws, only the name of the child injured will be recorded on the Incident,
Injury, Trauma or Illness Record. Any other child/ren involved in the incident will not have their names
recorded. If other children are injured or hurt, separate records will be completed for each child involved in
the incident.

Ensure the child’s parent sights and signs the record when they arrive to collect the child on the same day
that the incident, injury, trauma or illness occurred.

Ensure once the form is completed, it is provided to the Director or the Assistant Director for appropriate
reporting.



http://www.decd.sa.gov.au/docs/documents/1/IncidentInjuryTraumaandIl.docx
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e Copy the Incident, Injury, Trauma and Illness Record and hand to the person picking up a child if medical
attention is recommended (Doctor, Dental etc.) This is to provide accurate information about the nature of
the incident and injury and any first aid the child has received.

o Notify the child’s parents as soon as possible via phone, if the child is involved in a critical incident
(defined below), injured above the shoulders or bitten. All other incident/injury/illness records will be
made available to parents at pick-up time on the day of the incident and parents should be notified
verbally of the incident.

e Afamiliar qualified staff member will travel with the child where an ambulance is required.

e Contact families in regards to illness and follow the Centre’s ‘Dealing with Infectious Diseases’ User guide
and the steps outlined in the most recent edition of ‘Staying Healthy in Childcare’.

e Where a child needs to be collected immediately, educators will remain with an injured or ill child until
their guardian or emergency services arrive. The educator who supervises should be a primary caregiver or
trusted educator. The Centre is not resourced to provide 1:1 care for children in an ongoing way. Parents
who do not collect their children within an hour when contacted may incur a late fee.

e Contact families to collect children if they are emotionally distressed for an extended period, unable to be
calmed and require 1:1 care (see above). Families with children experiencing psychological or emotional
trauma should inform their child’s primary caregiver.

e Utilise trauma informed relational pedagogical practice to ensure a supportive and inclusive learning
environment for all children including children impacted by trauma. Key frameworks that inform relational
pedagogy at our service includes circle of security, responsive relationships, play spaces and marte meo.

e Seek guidance from leadership in further utilising DfE wellbeing support services where needed and or
providing referral to families to support trauma related mental health support.

Families will:
e Check forinjury, incident reports at pick-up time and sign them.
e Beresponsible for any costs due to medical/emergency treatment for their child.

If an educator, student, volunteer, program facilitator, participant or parent is injured:

e Promptfirst aid will be applied by staff trained in First Aid and Leadership will be informed.

e Depending on the injury/ incident, the injured party are advised to remove themselves from working with
children until they are deemed fit to return to work.

e |f medical attention is required (ambulance or doctor), the injured person’s emergency contact must be
contacted and informed of the situation. The injured person’s confidential medical details are to go with them
to the hospital / doctors.

o Staff must be accompanied by a senior staff member (Room Leader, Director/Assistant Director) when going
to the hospital by ambulance.

e AnInjury Report Form must be completed and submitted on IRMS.

o |f appropriate, a WorkCover claim form may need to be submitted. See workcover.com for details. If accessing
the Centre outside regular hours of service (6pm to 6:45am) refer to the Service Agreement for OH&S
procedures and emergency contact details.

Links to National Quality Standards:
Quality Area 2: Children’s Health and Safety
2.1.2 Health practices and procedures: Effective illness and injury management and hygiene practices are



http://www.nhmrc.gov.au/_files_nhmrc/publications/attachments/ch55_staying_healthy_5th_edition_updated_130701_0.pdf
http://www.decd.sa.gov.au/docs/documents/1/ed155.pdf
http://www.workcover.com/documents.ashx?Id=10803&type=pdf

Children’s

for Early Childhood
Development and Parenting

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 policies:

Administration of First Aid Policy Health and Safety Policy
Administration of Medication Policy Dealing with Medical Conditions Policy
Anaphylaxis Management Policy Confidentiality Policy

Asthma Management Policy Record Keeping Policy

Child Safe Environment Policy Enrolment Policy

Dealing with Infectious Disease Policy Diabetes Management Policy

Department For Education References

e Incident coordination managing incidents of extreme severity flowchart
Criticalincidents, injury and hazard reporting
Safety inspections
Incidents, illness and complaints in early childhood services requiring notification
National Decision Tree | ACECQA
Safety, Task Action Reporting (STAR)

EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS
Sec.165 Offence to inadequately supervise children
Sec. 174 Offence to fail to notify the regulatory authority
12 Meaning of serious incident
77 Health, hygiene and safe food practices
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
88 Infectious diseases
89 First aid kits
90 Medical conditions policy
93 Administration of medication
95 Procedure for administration of medication
97 Emergency and evacuation procedures
103 Premises, furniture and equipment to be safe, clean and in good repair
104 Fencing
161 Authorisations to be keptin enrolment record
162 Health information to be kept in enrolment record
168 Education and care Service must have policies and procedures
170 Policies and procedures to be followed
171 Policies and procedures to be kept available
176 Time to notify certain circumstances to regulatory authority



https://edi.sa.edu.au/library/document-library/people-and-culture/work-health-and-safety/extreme-severity-and-serious-critical-incident-reporting-process.pdf
https://edi.sa.edu.au/hr/for-managers/health-and-safety/critical-incident-and-injury-reporting
https://edi.sa.edu.au/hr/for-managers/health-and-safety/creating-a-safe-workplace/safety-inspections
https://edi.sa.edu.au/operations-and-management/school-preschool-and-fdc-admin/preschool-and-early-childhood-management/incidents-and-complaints
https://www.acecqa.gov.au/notify
https://edi.sa.edu.au/hr/for-managers/health-and-safety/safety-processes/star
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177 Prescribed enrolment and other documents to be kept by approved provider

183 Storage of records and other documents
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