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Amendments 
This Policy was last amended on February 2012, reviewed 2014. 
Due for Review: 2016  
 
Who is responsible for implementing this policy? 
Child Care Manager/Coordinator 
 
Document Owner 
Director Corporate and Community Services 
 
Purpose 
The centre will ensure immediate action, appropriate services and care are provided in a 
medical, dental emergency, or accident involving a staff member, child, volunteer or visitor, 
to prevent death or further injury. The centre will notify families when their child is acutely 
ill or has had an injury. The centre will keep records of all injuries.  
 
Background 
The health and safety of children in education and care services is the responsibility of all 
approved providers and educators. Policies and procedures (including documented records) 
must be in place to effectively manage the event of any incident, injury, trauma and illness 
that occurs in the program by law. Young children’s innate desire to explore and test their 
growing capabilities is essential in developing wellbeing. Educators must consider the 
understanding of all of the elements of wellbeing, and ensure that programs also acknowledge 
the importance of risk management to provide a safe environment and reasonably protect 
children from potential harm.  
 
Goals 
Young children often have accidents. Most of these situations are related to growth and 
developmental stages with particular major hazards recognisable for each stage. Prevention is 
the most important strategy.  
 
Our care and education service will:  

• Be safe and well supervised. Staff should be aware of centre procedures for 
the management for incidents and maintain First Aid Certification  

• Develop program goals that promote the wellbeing of each child 
• Establish procedures and practice that minimise the risk of harm to children 
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• Maintain communication with families to ensuring that they are informed of 
any incidents, injury, trauma and illness to their child/ren as required 

• Ensure that records of any incident, injury, trauma and illness are 
documented, transmitted to the Department of Education and Communities 
as required and kept in storage according to regulatory requirements 

• Ensure that this policy is implemented in conjunction with our Emergencies 
and evacuation policy 

 
Procedures of the service 
Notification of a serious incident 
The Approved provider will Notify the Regulatory Authority of any serious incident at the 
education and care service, the death of a child, or complaints alleging that the safety, health 
or wellbeing of a child was, or is, being compromised. 
Note – ACECQA have advised: The intent of the National Regulations is to ensure that 
regulatory authorities are notified of incidents that seriously compromise the health, safety or 
wellbeing of children. The notification of such incidents informs the regulatory authority that 
a serious incident has occurred so that it is able to take appropriate action, for instance an 
Authorised Officer may contact the service to seek further information or visit the service to 
investigate the matter.  
 
If the attention of a medical practitioner was sought or the child attended hospital in 
connection with the injury, trauma or illness the incident is a ‘serious one' and must be 
notified. To help you decide if an injury, trauma or illness is a ‘serious incident' in other cases 
use the questions below:  

• Was more than basic first aid needed to manage the injury, trauma or 
illness?  

• Should medical attention have been sought for the child?  
• Should the child have attended a hospital or an equivalent facility? 

 
If it is not practical to notify the regulatory authority using the form SI01, the important thing 
is for the notification to be made within 24 hours. Notification can be made initially in 
whatever way is best in the circumstances. *  
 
Nominated Supervisors will:  

• Ensure that educators are rostered so that at least one educator who holds a 
current approved first aid qualification is present at all times that the 
children are being educated and cared for by the service;  

• Ensure the service holds the correct number of first aid kits required, 
suitably equipped, and maintained monthly; They will be stored in 
accessible locations, well out of reach of children and be marked for easy 
identification.  

• Ensure that all staff are aware of the completion of appropriate records 
(Attachment 1 – Injury, incident, trauma and illness record ) in the event of 
any incident, injury, trauma or illness to children whilst in the care of the 
service, and that this information is completed no later than 24 hours after 
the incident occurred);  

• Make staff aware of the appropriate accessibility for approved officers and 
families to these records and the appropriate storage of these records 
according to regulatory requirements;  

http://acecqa.gov.au/storage/ACECQA_23_NotificationOfSeriousIncident_V3_B&W.pdf


 
 

• Complete an audit of the Injury, incident, trauma and illness reports to 
reflect on the effectiveness of the procedures in place at the service;  

• Give staff access to appropriate up to date information, or professional 
development on the management of incidents; and  

• Make certain that all staff have access to the Regulations and Law and are 
aware of their responsibilities under these ensuring that this occurs as part of 
staff induction or orientation to the service and that position descriptions 
reflect this responsibility.  

• Ensure that CPR charts are displayed throughout the centre.  
• Ensure that emergency numbers for children and staff are readily available. 

All staff should know the location of each child’s enrolment form, including 
authorisation forms and emergency contacts.  

• Ensure that the enrolment form is sent with the child whenever a child goes 
from the centre to a Doctor or Hospital and is not accompanied by their 
parent or guardian.  

• Ensure that all relief staff are aware of the location of emergency phone 
numbers and essential records.  

• A list of emergency phone numbers will be located near the telephones.  
  
 
These numbers must include:  
Emergency Police, Ambulance, Fire Brigade   000  

Poisons Information Centre  131126 
 

Brewarrina Hospital 68305000 
 
Brewarrina Shire Council 
Brewarrina Shire Council (on call)                    

68392100 
0427392101 

State Emergency Service  683922336  (on call 0427299089) 
Child Protection Service  133627  
Local Police Station  68305599  
Local Fire Brigade  683922232  
Brewarrina Dental Clinic  68392300  
Water Emergency  0429392000/ AH 0427392101  
Essential Energy  132080  
Public Health unit 1300066055 / 08)80801420  
  
 
 
 
   
Educators will: 
  

• Ensure that all children have opportunities to engage in experiences that 
enhance their sense of wellbeing and allow children to develop a sense of 
assessing risks for themselves as appropriate;  



 
 

• Consider the planning of the physical environment and experiences, 
ensuring that the spaces are safe;  

• Thoughtfully group children to effectively manage supervision and any 
potential risks to children’s health and wellbeing;  

• Respond to children in a timely manner. Provide reassurance and ensure 
children’s emotional and physical wellbeing is paramount at all times;  

• Seek further medical attention for a child if required;  
• Be aware of the signs and symptoms of illness/trauma, and update their 

understanding as part of their ongoing professional development;  
• Be aware of individual children’s allergies and immunisation status and use 

this knowledge when attending/responding to any incident, injury or illness;  
• Respond to children showing signs of illness and begin monitoring the 

symptoms of the child, and recording as appropriate. Educators will contact 
the child’s authorised person to inform them of the illness signs, or to 
request the collection of the child;  

• In response to a child registering a high temperature, follow procedures for 
temperatures, and complete the incident, injury, trauma and illness record as 
required;  

• Maintain appropriate work health and safety standards when attending to 
children’s injuries and applying first aid;  

• Develop partnerships with families and use this understanding to guide the 
development of practice in relation to individual children’s emerging 
capabilities;  

• Check that equipment and furniture in the service is well maintained and that 
any materials that may be hazardous are removed or repaired.  

• Ensure that hazardous items are inaccessible to children; and  
• Be involved in regularly reviewing and discuss policy and procedure and 

consider any improvements that need to be made to this policy.  
• Contact and inform parents where there is an injury above the shoulders and 

monitor and note observations until collected.  
• Place a copy of all reports in the child’s file  
• Advise parents in writing if their child has been injured  
• Inform the family of any emergency treatment is sought, as soon as possible, 

so that the family can take over the responsibility of the child and decide on 
further actions to be taken.  

• Ensure that a kit is available and is taken on excursions.  
 
Responsibilities of families 
Families will:  

• Be informed of policies and procedures upon enrolment with regards to first 
aid, illness whilst at the service, and exclusion practices, including 
immunisation status and illnesses at the service 

• Inform the service of their child’s particular requirements, and provide any 
relevant paperwork to the service, such as immunisation status, letters from a 
medical professional 

• Be notified of any incident, injury, trauma, or illness as soon as is 
practicable, but no later than 24 hours after the noted incident, and will be 
provided with a copy of the report  

• Receive access to this policy and notification of its existence 



 
 

• Have the opportunity to provide input into the review and effectiveness of 
policies and procedures of the service via various methods 

• Be provided access to information on children’s development, the service 
program, and relevant resources (such as Kidsafe, SIDs and Kids, for 
example) from the service 

• Provide Medicare details and any other Health Insurance relevant for the 
child, including the child’s Doctor and Dentist (if they have one)   

• Be advised about their responsibilities in covering any expenses arising from 
emergency treatment 

• Provide adequate information on their child’s health, past and current 
medical history and any allergies, any medication they are taking and Action 
plans  

 
Evaluation 
Educators respond in a timely manner to any incident, and documentation is completed, 
shared, and stored as appropriate. Regular reviews of procedures and policy are implemented.  
 
Legislation and References 

• Education and Care Services National Law Act 2010: 174 
• Education and Care Services National Regulations 2011: 12, 77, 85-87, 103, 

136-137, 168 (2) (b), 176 (2) (a), 176 (2) (a) (iii), 176 (2) (b), 177, 183, 245  
• Links to National Quality Standard: 2.1, 3.1, 7.3 
• National Health and Medical Research Council - www.nhmrc.gov.au 

(Accessed 04/2016)  
• Staying Healthy in Child Care (04/2016)  
• Guide to the National Quality Standard October 2011: Quality Area 2: 

Children’s Health and Safety  
• The Work Health and Safety Act 2011 and the Work Health and Safety 

Regulation 2011  
• The Manual – Managing a Children’s service – Community Child Care Co-

operative (2009)  
• EYLF – Belonging, Being, Becoming (2009)  
• * ACECQA Newsletter Issue 8, June 2012 
• Australian Standards AS3745-2002, Emergency control procedures for 

buildings, structures and workplaces (04/2016) 
• Children and Young People Persons (Care and Protection) Act 1998 

 
Related Forms 
 
Incident Injury Trauma and Illness Record 
 
Form 7a   Incident Injury Trauma and Illness Record - long day care, vacation care and 
occasional care    (April 2014)  Printed as carbonised pad 
 
Form 7b  Incident Injury Trauma and Illness Record - family day care (December 2014) 
Printed as carbonised pad 
   
Notification of Serious Incident  

https://eservices1.warringah.nsw.gov.au/EServices/Images/Childrens%20Services/Forms/Form%207%20%28a%29%20Incident%20Injury%20Trauma%20and%20Illness%20Record%20-%20long%20day%20care,%20vacation%20care%20and%20occasional%20care.pdf
https://eservices1.warringah.nsw.gov.au/EServices/Images/Childrens%20Services/Forms/Form%207%20%28a%29%20Incident%20Injury%20Trauma%20and%20Illness%20Record%20-%20long%20day%20care,%20vacation%20care%20and%20occasional%20care.pdf
https://eservices1.warringah.nsw.gov.au/EServices/Images/Childrens%20Services/Forms/Form%207b%20Incident%20Injury%20Trauma%20and%20Illness%20Record%20-%20family%20day%20care.pdf


 
 

 
Notification of Serious Incident Form   (November 2014)  Completed forms are sent to the 
NSW Department of Education and Communities.   
 

https://eservices1.warringah.nsw.gov.au/EServices/Images/Childrens%20Services/Forms/Notification%20of%20Serious%20Incident%20Form.pdf
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