


	ARMIDALE FAMILY DAY CARE

INCIDENT, INJURY, TRAUMA AND ILLNESS POLICY 

	Related Documentation
Policy/policies:





Regulation/s/Standards:





Related procedures:



References 
	Administration of First Aid, Dealing with Medical Conditions, Emergency Evacuation and Lockdown, Enrolment and Orientation, Authorisations and Refusals, Excursions (includes Motor Vehicle Transport),
Providing a Child Safe Environment.

Section 2A, 165, 167, 174. Regulations 85 – 87 89, 95, 97,103, 104, 117, 161, 168 – 172, 177, 183.
National Quality Standard Areas 2, 3 and 7.
Child Safe Standards 1 – 10

Administration of Medication Procedure, Workplace Health and Safety (Educators), Infection Control and Handwashing, Management of Records, Supervision.

ACECQA 
NHMRC – Staying Healthy: Preventing infectious diseases in ECEC services.

	Date Effective:
	July 2026

	Date for review:
	July 2029

	Purpose:
	To ensure that clear lines of action are identified to effectively manage any event involving a child becoming injured, ill or involved in an incident.

	Responsibility: 
	Approved Provider, Nominated Supervisor, Coordinators, Educators & Families.


AFDC’s Paramountcy Principle
Armidale Family Day Care (AFDC)is committed to ensuring that the rights and best interests of children are the paramount consideration in every decision and action taken within our service and take precedence over all other considerations. Prioritising children’s safety, rights and wellbeing fosters environments where children feel valued, protected and supported to thrive.
Key Information:
The Approved Provider of AFDC will use our best endeavours to minimise and manage incidents of injury, trauma and illness that affect children being educated and care for in our service.
 
The following principles inform AFDC’s decision making:

· The Nominated Supervisor, Coordinators and Educators receive relevant and up to date training to so that they can effectively respond to incidents, injuries, trauma and illness.
· Care is taken when assessing the seriousness of an incident and whether there is a need for emergency services to be contacted.
· Families are notified of any serious incident involving their child at AFDC as soon as possible.
· Confidentiality is important and will be maintained at all times.

Roles and Responsibilities:
The Approved Provider:
· Must ensure that obligations under the Education and Care National Law and National Regulations are met.
· Must ensure that an enrolment record is kept for each child which contains all prescribed information.
· Must ensure that information is recorded as soon as possible, and within 24 hours, after the incident, injury, trauma or illness, or allegation of physical abuse or sexual abuse to a child while being educated and care for in AFDC.
· Must ensure that a parent or guardian of the child is notified as soon as practicable, but no later than 24 hours after the occurrence of all incidents, injuries, trauma or illnesses.
· Must notify the regulatory authority of a serious incident, or incident or allegation of physical abuse or sexual abuse to a child being educated and cared for in AFDC within 24 hours of the incident; or within 24 hours of the Approved Provider becoming aware of the incident or allegation, online using the NQAITS – S101 Notification of Incident Form.
· Must ensure that the Nominated Supervisor, Coordinators and Educators hold a current approved first aid qualification and have undertaken current approved anaphylaxis management and emergency asthma management and update their CPR training every year.
· Must take reasonable steps to ensure that Nominated Supervisors, Coordinators and Educators follow this Policy and its procedures.
· Must ensure that the Business Manager, a Nominated Supervisor or Coordinator of AFDC is able to be contacted by Educators whenever there are children in care.
· Must ensure copies of this policy and related procedures are readily accessible to the Nominated Supervisor, Coordinators and Educators and available for inspection.
· Must notify families at least 14 days before changing this Policy if the change will:
· Affect the fees charged or the way they are collected,
· Significantly impact AFDC’s education and care of children or
· Significantly impact the family’s ability to access the service. 
Nominated Supervisors:
· Must implement the Injury, Incident, Trauma and Illness Policy and its procedures.
· Must ensure that each child’s enrolment record includes authorisation by a parent or guardian for AFDC’s Approved Provider, Nominated Supervisor, Coordinators or Educators to seek medical treatment for the child from a registered medical practitioner, hospital or ambulance service and, if required, transportation by an ambulance service. 
· Must inform the Approved Provider of any circumstances that arise that may pose a risk to the wellbeing, health and safety to the children in care, this can include cultural, operational and environmental risks.
· Must notify the Regulatory Authority online using the NQAITS – S101 Notification of a Serious Incident, of the following occurrences:
· Within 24 hours of serious incidents, death of a child, complaint that the safety, health or wellbeing of a child was or is compromised, or that the law has been breached, and
· Within 24 hours of any incident that requires the Approved Provider to close or reduce the number of children attending the service.
· Must use their best endeavours to ensure that Educators comply with Injury, Incident, Trauma and Illness Policy and its procedures. 
· Where a child has a medical condition, the Nominated Supervisor must ensure there is a Medical Action Plan, signed by a medical practitioner, a Risk Minimisation Plan and Communication Plan prior to the child commending care.
· Must maintain records of all instances on Injury, Incident, Trauma and Illness in accordance with regulatory guideless and AFDC’s Management of Records Procedure. 
· Must ensure that Educators hold a current approved first aid qualification and have undertaken current approved anaphylaxis management and emergency asthma management and update their CPR training every year.
Educators:
· Must hold a current approved first aid qualification and have undertaken current approved anaphylaxis management and emergency asthma management and update their CPR training every year.
· Must notify parents/guardians immediately after an incident, injury, trauma or illness to a child. If parents are not able to be contacted, the Educator should notify the child’s authorised emergency contacts.
· Must administer First Aid as appropriate within the parameters of AFDC’s Administration of First Aid Policy.
· In the case of a serious incident, injury, trauma or medical emergency, must ensure that emergency services are contacted in the first instance.
· Must thoroughly record information as soon as possible, and within 24 hours after an incident, injury, trauma or illness, or incident or allegation of physical abuse or sexual abuse to a child while being cared r in AFDC’s Incident, injury, trauma and illness Record. 
(See Information to be included in an Incident, Injury, Trauma and Illness Report)
· Must provide the Nominated Supervisor with a copy of the Incident, injury Trauma and Illness record within 24 hours.
· Where an Educator is aware that a child has a medical condition, the Educator must ensure they have a Medical Action Plan, prepared by a medical practitioner, a Risk Minimisation Plan and Communication Plan in place prior to the child commending care.
· [bookmark: _Hlk178768124]Where there is a Medical Action Plan, Risk Minimisation Plan and Communication Plan in place for a child, the Educator must regularly communicate with the parent/guardian and document any changes in the Communication Plan, ensuring that the document is signed and dated by the parent/guardian. (See Dealing with Medical Conditions Policy).
· Must request parents or guardians to complete an Injury on Intake Form in relation to any significant injury from which a child is suffering when they are delivered into care.
· If an Educator deems that a child is not well enough to remain in care, they should contact the child’s parents/guardians or authorised emergency contacts and request them to collect the child.
· Where an Educator requests a parent or guardian to collect a child due to illness, the Educator must complete an Incident, Injury Trauma and Illness Report and submit it to the Nominated Supervisor.
· Must be aware of children with allergies and their attendance days and apply this knowledge when attending to any incidents, injury trauma or illness.
Families:
· Must provide authorisation in the child’s enrolment form for the Approved Provider, Nominated Supervisor or Educator to seek medical treatment for the child from a registered medical practitioner, hospital or ambulance service and, if required, transportation by an ambulance service.
· Must notify the Approved Provider, the Nominated Supervisor and Educator, upon enrolment, of any specific health needs of the child, including any medical condition and allergies and any medical action plans that need to be followed.
· Must ensure that any medical action plans, risk minimisation and communication plans in place for a child are kept up to date.
· Must be contactable, either directly or through emergency contacts listed on the enrolment form, in the event of an incident requiring medical attention.
· Must sign to acknowledge receipt of Incident, Injury Trauma and Illness Reports upon request by an Educator.
· Must notify FDC and the Educator if there has been a change in the condition of the child’s health, or of recent accidents or incidents that may impact the child’s care.
· Must notify the Educator when the child is ill and will be absent from care.
· Must collect the child as soon as possible when notified of an incident, injury, trauma or illness.
· Should notify the child’s Educator of any infectious disease or illness that has been identified when the child has been absent from the service, that may impact the health and wellbeing of other children or the Educator.
Important steps in the completion of Incident, Injury, Trauma and Illness Reports
· The Service name must be Armidale Family Day Care, not the name of the Educator’s service.
· The record should be completed as soon as possible after the incident and record the accurate time and date that the Educator is recording the incident.
Incident details
· The location of the service is AFDC premises, 95 Faulkner Street, Armidale.
· The location of the incident is the address of the individual Educator will be where the incident occurred, plus the area in which it occurred, e.g. playroom, back yard. 
· The name of the person who witnessed the incident will be the Educator who was in the immediate presence of the child when the incident occurred.
· Details of the incident – a clear description of what happened, plainly stated, including any reasons if they are known.
· Circumstances leading to the incident – were the children playing/transitioning from one part of the environment to another?
· Circumstances if a child appeared to be missing/taken or removed – We hope that all Incident Reports will allow for the comment - Not Applicable.
· Educators MUST complete the Action Taken:
· Details of first aid applied, e.g. ice pack, band-aid.
· Did emergency services attend, when contacted and when they arrived,
· Was medical attention sought – this relates to immediate medical intervention and the usual answer will be No.
· This may describe risk mitigation following the event, e.g. rearranging a play area to avoid trip hazards.  
· When was the parent or guardian was notified of the incident (including documentation of any unsuccessful attempts).
· When was the Coordination Unit notified of the incident?
The Nominated Supervisor records the notification of incidents to the Regulatory Authority.
Parental Acknowledgement
· Educators must seek an acknowledgement/signature from the parent or guardian and indicate the reason for the notification – incident/ injury/trauma or illness.
Additional Notes: 
· This is the area in which the Educator will add further advice received from the parent/ guardian, such as if medical attention was sought or if the child attended hospital after the incident.  
· Parents/guardians may also wis to provide feedback on the incident.
Notification of Incidents, injuries and Trauma involving more than one child
· Where more than one child is involved in a reportable incident, a separate Incident, Injury Trauma and Illness Report must be completed for each child.
· Only the child to whom the Incident, Injury, Trauma and Illness Report relates should be named in the Report.  Other children involved should be referred to as ‘the other child’.
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