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St Mary’s College Early Years Department  
                                            Bright Sparks Nursery  

                                              
 
                              Illness, Injury and First Aid  
                                   Policy & Procedures 
 
Sickness & Illness  
 
At Bright Sparks nursery, we promote the good health of all children attending including oral 
health by:  
 

 Asking parents to keep children at home if they are unwell.  If a child is unwell, it is in 
their best interest to be in a home environment rather than at nursery with their 
peers.  

 Asking staff and other visitors not to attend the setting if they are unwell 

 Helping children to keep healthy by providing balanced and nutritious snacks, meals 
and drinks 

 Minimising infection through our rigorous cleaning and hand washing processes (see 
infection control policy) Ensuring children have regular access to the outdoors and 
having good ventilation inside  

 Sharing information with parents about the importance of the vaccination programme 
for young children to help protect them and the wider society from communicable 
diseases 

 Sharing information from the Department of Health that all children aged 6 months – 
5 years should take a daily vitamin 

 Having areas for rest and sleep, where required and sharing information about the 
importance of sleep and how many hours young children should be having. 

 
Our procedures 
In order to take appropriate action of children who become ill and to minimise the spread of 
infection we implement the following procedures:  

 If a child becomes ill during the nursery day, we contact their parent(s) and ask them 
to pick up their child as soon as possible. During this time we care for the child in a 
quiet, calm area with their key person (wearing PPE), wherever possible  

 We follow the guidance published by Public Health England (Health Protection in 
Schools and other childcare facilities) and advice from our local health protection unit 
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on exclusion times for specific illnesses, e.g. sickness and diarrhoea, measles and 
chicken pox, to protect other children in the nursery1 

 Should a child have an infectious disease, such as sickness and diarrhoea, they must 
not return to nursery until they have been clear for at least 48 hours 

 We inform all parents if there is a contagious infection identified in the nursery, to 
enable them to spot the early signs of this illness. We thoroughly clean and sterilise all 
equipment and resources that may have come into contact with a contagious child to 
reduce the spread of infection 

 We notify Ofsted as soon as is reasonably practical, but in any event within 14 days of 
the incident of any food poisoning affecting two or more children cared for on the 
premises. 

 We ask parents to keep children on antibiotics at home for the first 48 hours of the 
course (unless this is part of an ongoing care plan to treat individual medical conditions 
e.g. asthma and the child is not unwell) This is because it is important that children are 
not subjected to the rigours of the nursery day, which requires socialising with other 
children and being part of a group setting, when they have first become ill and require 
a course of antibiotics 

 We have the right to refuse admission to a child who is unwell. This decision will be 
taken by the manager on duty and is non-negotiable 

 We make information about head lice readily available and all parents are requested 
to regularly check their children’s hair. If a parent finds that their child has head lice, 
we would be grateful if they could inform the nursery so that other parents can be 
alerted to check their child’s hair.  

 

Meningitis procedure 
If a parent informs the nursery that their child has meningitis, the nursery manager will 
contact the Local Area Infection Control (IC) Nurse. The IC Nurse will give guidance and 
support in each individual case. If parents do not inform the nursery, we may be contacted 
directly by the IC Nurse and the appropriate support given. We will follow all guidance given 
and notify any of the appropriate authorities including Ofsted where necessary.   
 
Allergic Reactions procedure 

 In the case of an allergic reaction that the nursery is aware of then a health plan for 
the child in particular will be in place and the procedures listed in the plan will be 
adhered to. 

 In the case of an allergic reaction that has not been recorded by the parents, 
emergency procedures will be followed. In the case of breathing difficulties, advice 
will be taken from the emergency services. 

 Piriton is kept on site for use in the case of an “unknown” allergic reaction. Parent 
permission slips request signature for the use of this in the case of an unexplained 
reaction. Administration of this, despite parental permission, will only be given once 
parents have been contacted. If parents CANNOT be contacted then emergency 
procedures will be followed and advice will be taken from the emergency services. 
Piriton can be administered on their advice. 

                                            
1 https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-
facilities 

https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
https://www.gov.uk/government/publications/health-protection-in-schools-and-other-childcare-facilities
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 Allergic reactions include allergies to nuts, peanuts, crustaceans, celery, eggs, fish, 
lupin, molluscs, mustard, wheat (cereals containing gluten), sesame seeds, soya, 
sulphur dioxide, dairy products – milk, butter, gluten and certain fruits. 

 
 
We will follow the transporting children to hospital procedure in any cases where children 
may need hospital treatment.  
The nursery manager/staff member must: 

 Inform a member of the management team immediately 

 Call 999 for an ambulance immediately if the illness is severe. DO NOT attempt to 
transport the unwell child in your own vehicle 

 Follow the instructions from the 999 call handler 

 Whilst waiting for the ambulance, a member of staff must contact the parent(s) and 
arrange to meet them at the hospital  

 Redeploy staff if necessary to ensure there is adequate staff deployment to care for 
the remaining children. This may mean temporarily grouping the children together 

 Arrange for the most appropriate member of staff to accompany the child taking with 
them any relevant information such as registration forms, relevant medication sheets, 
medication and the child’s comforter 

 Remain calm at all times. Children who witness an incident may well be affected by it 
and may need lots of cuddles and reassurance. Staff may also require additional 
support following the accident. 

 
 

Accidents & First Aid  
 
At Bright Sparks Nursery the safety of all children is paramount and we have measures in 
place to help to protect children. However, sometimes accidents do unavoidably happen.  
 
We follow this policy and procedure to ensure all parties are supported and cared for when 
accidents or incidents happen2; and that the circumstances of the accident or incident are 
reviewed with a view to minimising any future risks.  
 
Accidents 
 
When an accident or incident occurs, we ensure:  
 

 The child is comforted and reassured first 

 The extent of the injury is assessed and if necessary, a call is made for medical 
support/ambulance 

 First aid procedures are carried out where necessary, by a trained paediatric first aider 

                                            
2 An accident is an unfortunate event or occurrence that happens unexpectedly and unintentionally, typically resulting in an injury, 
for example tripping over and hurting your knee. 
An Incident is an event or occurrence that is related to another person, typically resulting in an injury, for example being pushed 
over and hurting your knee. 



P12a. EYD  

Version WLLP 17.07.18  

 The person responsible for reporting accidents, incidents or near misses is the 
member of staff who saw the incident or was first to find the child where there are no 
witnesses.  

 The accident or incident is recorded on an Accident template through our iConnect 
system and it is reported to the nursery manager. Other staff who have witnessed the 
accident may also countersign the form and, in more serious cases, provide a 
statement. This should be done as soon as the accident is dealt with, whilst the details 
are still clearly remembered. This format also records first aid treatment administered. 

 Parents are sent the Accident/Incident Report and informed of any first aid treatment 
given. They are asked to acknowledge it the same day, or as soon as reasonably 
practicable after. Parents may be notified by telephone also. 

 The nursery manager reviews the accident/incident forms at least monthly for 
patterns, e.g. one child having a repeated number of accidents, a particular area in the 
nursery or a particular time of the day when most accidents happen. Any patterns are 
investigated by the nursery manager and all necessary steps to reduce risks are put in 
place 

 The Health and Safety officer reports any serious accidents/incidents to the registered 
person for investigation for further action to be taken (i.e. a full risk assessment or 
report under Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 
(RIDDOR)) 

 In the event of a serious accident, injury to, or death of any child whilst in our care 
Ofsted will be notified.  Notification must be made as soon as is reasonably practical 
but in any event within 14 days of the incident occurring. 

 The LADO of the local safeguarding children board will be notified of any serious 
accident or injury to, or the death of any child whilst in our care and we will act on any 
advice provided.   

 The Accident File is kept for at least 21 years and three months 

 Where medical attention is required, a senior member of staff will notify the parent(s) 
as soon as possible whilst caring for the child appropriately  

 The nursery manager/registered provider will report any accidents of a serious nature 
to Ofsted and the local authority children’s social care team (as the local child 
protection agency), where necessary. Where relevant such accidents will also be 
reported to the local authority environmental health department or the Health and 
Safety Executive and their advice followed. Notification must be made as soon as is 
reasonably practical, but in any event within 14 days of the incident occurring.  

 Accident/ injury procedures are explained to parents on their initial visit to the Nursery 
or on registration. 

 
Location of accident files: iConnect report  
Contact Details: Alice Haigh/ Jill Williamson to access reports 
 
Head injuries 
If a child has a head injury in the setting then we will follow the following procedure:  

 Comfort, calm and reassure the child  

 Assess the child’s condition to ascertain if a hospital or ambulance is required. We will 
follow our procedure for this if this is required (see below) 
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 In the event of a bump to the head or a scratch received from another child (which 
has marked the child) the parents will be notified by telephone.  A qualified member 
of staff will monitor a child who has received an injury to the head closely and first aid 
will be administered.  

 If the skin is not broken we will administer a cold compress for short periods of time, 
repeated until the parent arrives to collect their child  

 If the skin is broken then we will follow our first aid training and stem the bleeding 

 Call the parent and make them aware of the injury and if they need to collect their 
child 

 Complete the accident form 

 Keep the child in a calm and quiet area whilst awaiting collection, where applicable  

 We will continue to monitor the child and follow the advice on the NHS website as per 
all head injuries https://www.nhs.uk/conditions/minor-head-injury/  

 For major head injuries we will follow our paediatric first aid training.  
 

Transporting children to hospital procedure 
The nursery manager/staff member must: 

 Call for an ambulance immediately if the injury is severe. We will not attempt to 
transport the injured child in our own vehicles 

 Whilst waiting for the ambulance, contact the parents/carers and arrange to meet 
them at the hospital 

 Arrange for the most appropriate member of staff to accompany the child taking with 
them any relevant information such as registration forms, relevant medication sheets, 
medication and the child’s comforter 

 Redeploy staff if necessary to ensure there is adequate staff deployment to care for 
the remaining children. This may mean temporarily grouping the children together 

 Inform a member of the management team immediately 

 Remain calm at all times. Children who witness an incident may well be affected by it 
and may need lots of cuddles and reassurance. Staff may also require additional 
support following the accident. 
 

First aid 
The first aid boxes are located in: Baby Room Kitchen / Basement Dining Room/ Staff Room/ 
Ground Floor Tots Toilets/ Upper Floor Playroom 
 
These are accessible at all times with appropriate content for use with children and also staff 
boxes. 
 
The appointed person responsible for first aid checks the contents of the boxes termly and 
replaces items that have been used or are out of date.  
 
The staff first aid boxes are kept in the same locations as the children’s boxes.. This is kept 
out of reach of the children. 
 
First aid boxes should only contain items permitted by the Health and Safety (First Aid) 
Regulations Act 1981, such as sterile dressings, bandages and eye pads. No other medical 
items, such as paracetamol should be kept in them.  

https://www.nhs.uk/conditions/minor-head-injury/
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The appointed person responsible for first aid and first aid training is Alice Haigh 
 
All staff that work directly with children are trained in paediatric first aid and emergency first 
aid at work and this training is updated every three years. 
 
When children are taken on an outing away from our nursery, we will always ensure that a 
first aid box is taken on all outings, along with any medication that needs to be administered 
in an emergency, including inhalers etc.  
 
 
Food Safety and play   
Children are supervised during mealtimes and food is adequately cut up to reduce the risk of 
choking. The use of food as a play material is discouraged. However, as we understand that 
learning experiences are provided through exploring different malleable materials the 
following may be used:  

 Playdough 

 Cornflour 

 Dried pasta, rice and pulses. 
 

These are risk assessed and presented differently to the way it would be presented for eating 
e.g. in trays, 
 
Food items may also be incorporated into the role-play area to enrich the learning 
experiences for children, e.g. fruits and vegetables. Children will be fully supervised during 
these activities. 
Food that could cause a choking hazard, including raw jelly is not used.  
 
Personal protective equipment (PPE) 
The nursery provides staff with PPE according to the need of the task or activity. Staff must 
wear PPE to protect themselves and the children during tasks that involve contact with bodily 
fluids. PPE is also provided for domestic tasks. Staff are consulted when choosing PPE to 
ensure all allergies and individual needs are supported and this is evaluated on an ongoing 
basis.  
 
Dealing with blood 
We may not be aware that any child attending the nursery has a condition that may be 
transmitted via blood. Any staff member dealing with blood must: 

 Always take precautions when cleaning wounds as some conditions such as hepatitis 
or the HIV virus can be transmitted via blood. 

 Wear disposable gloves and wipe up any blood spillage with disposable cloths, neat 
sterilising fluid or freshly diluted bleach (one part diluted with 10 parts water). Such 
solutions must be carefully disposed of immediately after use. 

 
Needle punctures and sharps injury 
We recognise that injuries from needles, broken glass and so on may result in blood-borne 
infections and that staff must take great care in the collection and disposal of this type of 
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material. For the safety and well-being of the employees, any staff member dealing with 
needles, broken glass etc. must treat them as contaminated waste. If a needle is found, the 
local authority must be contacted to deal with its disposal.  
 
We treat our responsibilities and obligations in respect of health and safety as a priority and 
provide ongoing training to all members of staff that reflects best practice and is in line with 
current health and safety legislation. 
Prevention of accidents is very important to the Early Years Department.  Maintenance tasks 
and repairs will be reported to the Maintenance Department via the SharePoint.  Staff will in 
the meantime make an appropriate response especially if a risk is identified.  If the risk is 
deemed an emergency, then the Site Manager will be contacted by telephone immediately. 
Mobile numbers are in the phone directory situated in the office. 
For the purposes of contractors and facilities management, children will be evacuated and 
moved to a temporary room when contractors are working in rooms.  Contractors will be told 
to ensure all tools remain safely out of reach of children at all times. Failure to co-operate or 
dangerous practices by a contractor will be notified to the Head of Early Years with a view to 
enforcement of safety standards. 
 
This policy is updated at least annually in consultation with staff and parents and/or after a 
serious accident or incident.  
 
Relevant numbers 

 Ofsted – 03001231231 – Our reference is EY485502. 

 Public Health England – Infectious Diseases 020 8200 4400 

 North West Area Contact Number- 0344 225 0562 (follow options. If it is a 

reportable illness then ensure you opt for health protection.)  

 LADO (Local Authority Designated Officer) – Sefton LA – 0151 934 3783 

 Social Care Team – 0151 934 4481/ 4013 

 Health advice and information – NHS 111 Call 111 

 Sefton Public Health – 0151 934 3308 

 Sefton Environmental Health- 0845 140 0845 
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