Learning together

PUNCHBOWL

Public School

Procedure related to incident, injury, trauma and illness

Associated Education and Care Associated Department policy, procedure or guideline
National Services National Law
Quality or Regulation
Standard
2.1 85 Student health in NSW schools: A summary and
86 consolidation of policy
87

Educators have a duty of care to comfort and care for sick and distressed children and to administer
assistance if required. These children will be supervised by an educator and comforted whilst receiving
treatment.

All efforts must be made to ensure that equipment, furniture and resources are free from hazards. Any large
item that is deemed unsafe (such as furniture or structural damage), is to be reported to the principal and
WHS representative for immediate attention. Any smaller item is to be removed immediately to prevent
injury.

All mainstream preschool staff have the HLTAIDOO4 First Aid in Education and Care Setting, which
comprises of first aid, anaphylaxis and asthma. Staff in Early Intervention and school office staff also hold
this first aid certificate. All records of staff training for the school staff are located in the school server. A list
of all staff with this approved qualification can be found in the preschool in the Staff Information folder.

Two comprehensive and fully stocked First Aid Kit are kept on the premises in the kitchen and outdoors,
which are easily accessible to staff, but out of reach of children and readily available for excursions or visits
to the school.

A Cardiopulmonary Resuscitation (CPR) chart for adults and children is displayed in prominent positions,
both indoors and outdoors at the preschool.

Preschool Telephone for use in an Emergency

Emergency contact numbers are displayed for quick reference beside

Emergency contact numbers are displayed the phone.
near all phones indoors and outdoors to ensure quick access. + Emergency Services - 000

+ Poisons Information - 131126
* Bankstown Police Station- 9783 2199
* Bankstown Hospital- 9722 8000

* Punchbowl Public School
1333 Canterbury Road, Punchbow!.
School: 9750 5055
Preschool: 9750 3702

The Preschool is located off Rossmore Avenue.
The nearest cross street to the Preschool is Hillcrest Street.

If an emergency service is called to attend an emergency
within the preschool, a notification is to be made to Early
Learning within 24 hours.
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Preschool educators must complete an incident, injury, trauma or iliness record within 24 hours of the
incident The Department of Education template complies with the information required in regulation 87.
This applies for all first aid administered and there is no requirement or need to keep a separate log of
injuries or illnesses, or categorise them as minor or major.

It is up to the staff member on duty at the time of the incident to complete the incident, injury, trauma or
iliness record. This must be done if not immediately, then by the end of the day so that a parent signature
can be obtained. Another educator is to witness the first aid being administered and sign the record.
Incident, injury, trauma or iliness record templates are kept in the office in a folder on the shelf labelled
incident, injury, trauma or illness record.

The family must be notified within 24 hours of the event, and sign the acknowledgment of notification on
the record (regulation 86). If the family is notified verbally, details of this will be added by an educator to
the record. If parents are unable to be contacted, emergency contacts provided on the contact
information preschool form will be contacted. Parents must inform staff of any changes in place of work,
phone numbers and addresses so that records are up to date and parents are easily contactable in the
event of illness, accident and/or trauma.

A child’s family will also be called immediately in the event of serious injury, head injury, a fever, vomiting,
diarrhoea or bite. Any injury involving the head, including a minor bump, will be reported to the principal
immediately.

In the case of a serious incident the Principal or Deputy Principal will make the required notification to
Early Learning within 24 hours. Early Learning will then make the required notification to ACECQA.

e Enter parent contact data record on Sentral as per PPS localised communication procedures
e |[f notification report received from Early Learning, add to Sentral

The definition of serious incidents that must be notified to the regulatory authority is:

e The death of a child:
o while being educated and cared for by an education and care service or
o following an incident while being educated and cared for by an education and care
service.

Any incident involving serious injury or trauma to, or iliness of, a child while being educated
and cared for by an education and care service, which:

e areasonable person would consider required urgent medical attention from a registered medical
practitioner or

¢ for which the child attended, or ought reasonably to have attended, a hospital.

e e.g. whooping cough, broken limb, anaphylaxis reaction

Any incident where the attendance of emergency services at the education and care service
premises was sought, or ought reasonably to have been sought

e any circumstance where a child being educated and cared for by an education and care service

e appears to be missing or cannot be accounted for or
appears to have been taken or removed from the education and care service premises in a
manner that contravenes these regulations or

e is mistakenly locked in or locked out of the education and care service premises or any partof the
premises.

lliness, accident, injury and trauma records will be kept on the school premises until the child reaches the
age of 25 years. These are collated at the end of the year and put into storage by office staff.

In the event of an injury, incident or trauma to a staff member, volunteer or student, the Principal needs to

be notified and an accident report filled out and filed on school premises. The injured person also needs to
report the incident within 24 hours.
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Employees need to notify both the relevant line manager and the department’s Incident Report and
Support Hotline on 1800 811 523 as follows:

e Where an incident involves emergency services, employees should notify their manager and the
hotline as soon as possible within the first hour. This allows for early intervention, management
and support.

e For all other incidents, employees should notify their manager and the hotline as soon as possible
within 24 hours.

* Any employee is able to report an incident to the hotline, and will receive advice and support to
help them manage the incident, as well as to meet their legislative and procedural obligations.

If a Child Becomes Injured Whilst at Preschool

If a child becomes injured whilst at preschool depending on the nature of the injury, first aid will be
administered by preschool educators who hold the ACECQA approved first aid certificate HLTAID004.

If the injury requires additional support preschool educators will notify the school office staff and ask for
help in the preschool by first aid trained staff. If need be the school office administration staff will call an
ambulance.

Whilst first aid is taking place it is up to the educators at the time to make a decision as to who is best to
comfort the injured child and who is best to supervise the rest of the children. A judgement call needs to
be made as to the supervision of the rest of the children depending on the nature situation. It may be the
case that the rest of the preschool children will need to be taken to another part of the preschool to ensure
adequate care for the injured child can be made.

If A Child Becomes Sick Whilst at Preschool

The child will be separated from the other children and made comfortable, whilst kept under supervision,
for example, lying comfortably on a cushion in a quiet corner.

If the child is not well enough to participate in activities, their family will be contacted and asked to collect
them or arrange for their nominated emergency contact to do so.

If a parent is called to collect a child early from preschool, the details will be documented in the incident,
injury, trauma or iliness record.

In the event of vomiting or diarrhoea the parents will be asked to keep the child at home for 24 hours after
the last time it happened.

If a child appears very unwell or has a serious injury that needs urgent medical attention, an ambulance
will be called.

If a child develops a serious illness whilst at preschool and as a result needs to attend a medical
practitioner or hospital, a notification also needs to be made to Early Learning.

Managing the Outbreak of an Infectious Disease

If a preschool child becomes unwell and it is suspected they are suffering an infectious disease, they
should be separated from the other children to stop the spread of the disease. This will be done with
consideration of the child’s emotional wellbeing and maintaining adequate supervision. The child’s family
will be contacted and asked to collect the child. The details will be documented in the incident, injury,
trauma or iliness record.

Key Resources

Incident, Injury, trauma, iliness record

Preschool Notifications- DoE Fact sheet

Recommended minimum exclusion periods (Staying Healthy in Childcare Edition 5)
Leading and Operating Department Preschool Guidelines

The Early Childhood Code of Ethics.

National Quality Standard
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Incident, injury, illness and trauma record

Details of person completing this form

Name Position/role
Date Time
Signature

Child details
Child’s full name Date of birth
Age Gender

Incident, injury, illness or trauma details

Please tick relevant box

[J Incident | O Injury | [ lllness

[ Trauma

Date and time

Location

Name of witness to incident, if any

Witness signature (if an adult)

General activity at the time of
incident/injury/traumalillness

Complete relevant details of:

- Cause of incident, injury or trauma

- Circumstances leading to incident, injury or trauma

- Circumstances surrounding child becoming ill,
including apparent symptoms and the time and
date of the apparent onset of the illness

- Circumstances if child appeared to be missing or
otherwise unaccounted for (including duration, who
found child etc.), or

- Circumstance if child appeared to have been taken or
removed from service or was locked in/out of service
(include who took the child, duration)
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Nature of injury/traumalillness:

Indicate part of body affected

Circle the most appropriate description
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Abrasion / scrap
Allergic reaction (not
anaphylaxis)
Amputation
Anaphylaxis

Asthma / respiratory Bite
wound

Bruise

Broken bone / fracture /
dislocation

Burn / sunburn

Choking

Concussion

Crush / jam

Cut / open wound Drowning
(non-fatal) Electric shock
Eye injury

Infectious disease (including
gastro)

High temperature Ingestion /
inhalation / insertion

Internal injury / Infection
Poisoning

Rash

Respiratory

Seizure / unconscious /
convulsion

Sprain / swelling
Stabbing / piercing
Tooth

Venomous bite/sting
Other (please specify)

Action taken

Details of action taken (including first
aid, administration of medication etc.)

Did emergency services attend? Yes No
Was medical attention sought from a
registered practitioner/hospital? Yes No

Learning):

If yes to either above, provide details
here (and make a notification to Early

future?

Have any steps been taken to prevent
or minimise this type of incident in the

Notifications (including attempted notifications)

Parent/guardian Time Date
Principal (if required) Time Date
Early Learning (if required) Time Date

Parental acknowledgment

have been notified of my child’s incident, injury, trauma or illness.

(name of parent/guardian)

Phone number

Signature

Date

Additional notes:
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Education

GOVERKHENT

public Schools Preschool notifications

Consistent with the Education and Care Services National Law and MNational Regulations
2011 notifications must be made to the NSW regulatory authority.

What is a notification?

A notification must be made to the requlatory
authority if any of the following occurs at the
preschool:

1. A serious incident

2. Complaints alleging that the safety,
health or wellbeing of a child was or is
being compromised

3. Complaints alleging the National Law
has been contravened

4. Anincident that requires/required the
preschool to close, or reduce the
number of children attending the service

5. A circumstance that poses a risk to the
health, safety or wellbeing of a child
attending the service

6. Proposed changes to the premises

7. Allegations that physical or sexual
abuse of a child or children has
occurred or is occuring while the child is

being educated and cared for the the
sernvice.

If any of these occur, the Early Leaming Unit
must be contacted so that preschools can be
supported through the notification process. The
Early Leaming Unit must submit the notification
on behalf of the preschool.

The Guide to the Mational Quality Framework —
page 458 has a detailed list of incidents that
require notification with timeframes.

What is a serious incident?

Incidents of a serious nature requiring
notification include:

= The death of a child while attending the
preschool, or following an incident while
attending the preschool

« Any incident involving serious injury,
trauma, or iliness of a child where
medical attention was sought
(attendance at a doctor or hospital). For
example, whooping cough, broken limb,
head injury, or anaphylaxis reaction

» Any incident where the attendance of

emergency services at the premises
was sought, or should have been sought

e [fa child:

o appears to be missing or cannot
be accounted for

o appears to have been taken or
removed from the premises in a
manner that contravenes the
National Regulations.

o is mistakenly locked in or locked
out of the preschool or any part of
the premises.

= The regulatory authority must be notified
within 24 hours of or becoming aware
of a serious incident

How to make a notifcation?

To make a notification contact the Early
Learning Unit on 9266 8165

& NSW Department of Education, January 2018
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Recommended minimum

exclusion periods

Condition Exclusion of case

ADAPTED FROM STAYING HEALTHY | STHEDITION | 2013

Exclusion of contacts®

Carmpylobactar infection Exclude uril theara hizs not baen a loose bowel motion for 24 hours® Mot ewcludsd

Candidiasiz Ithrushl Mot excludsd Moot eacludsd

Cytormegalovirus {CMV] indsction Mot escluded Mot excludsd

Conjunativitis Exolude unitil dischargs from the syss has stopped, unless a dogtor has disgnossdnore | Mot excludsd
infactious conpunctitis

Cryptosporidium Exhade urtil thars hiss not baen a loose bowes| motion for 24 hours® Mot eacludad

Disrhosa Exclude uril theara hizs not baen a loose bowel motion for 24 hours® Mot ewcludsd

{No organism identifiad)

Fungal infactions of the skin or nails Exclude uril thes davy after starting appropriats artifungal trestment Mot macludsd

{m.g. ringwarm, tinsal

Giardissiz Exzhude uritil theara has not baen a loose bowal motion for 24 hours® Moot escludsd

Glanduler favar Imeoronudeosis, Mot excludsd Moot escludsd

Epstein Bam vinus [EBV] irfection)

Hand, foct and mouth dis=ase Exchade urdil al bistars have dried Mot excludsd

Heerrophilus influenzes type b [Hiol

Exclude uril thes parson hes racaived spproprists antbictic traatmant for st lesst 4 doys

Mot macludsd. Contact 8 public health unit for spacisist sdvies

Head lice Ipadioulosis]

Mot escluded if effectie trestment bagins bedors the newt day &t the sducation and care
senvioe. The child doss not nesd to bs sent horme immediataly if bead lice are detectsd

Mot excludsd

Hepatitis & Exclude until 2 medical certificats of racovery is receivad and until ot [=ast 7 deys after Mot eacludad. Contact 8 public health unit for spacisist advics sbout
the crest of jaundice waccinatireg or freatirg childran in the same room or group
Hepatiti=z B Mot eacludsd Mot eacludsd
Hepatiti= C Met eacludsd Mot ewcludsd
Herpas simplex [cold sores, fevar blisters) Mot macluded if the parscn can maintsin hygiers practicss to minimiss the risk of Mot macludsd
transmission. If the person cannot comply with thess practices [e.g. bacause they ans
‘oo yourgl, they should ba exoludsd untid the sores ans dry. Sores should be coversd
with & dressing, where possibla
Hurman immunodeficiancy vinas [HW) Mot mcludad I the parson is seversly immurs compromised, they will be vulnersble to | Not excludad
other peaple’s linessas
Hurrar parvovines B19 (fith dissase, srytherma | Mot escludsd Moot macludsd
irfactiozum, slappad dheek syrdrome)
Hydatid disease Mot macludsd Mot macludsd
Impetigo Exolude unitil approprisbe antibiotia trestment has starbad Ay sores on exposed skin Mot excludsd
should be covanad with a watsrtight dressing
Influsnza and rfluanzarlke linessas Exclude until persen is well Mot mucludad
Listericsis Met eacludsd Mot ewcludsd
[FCLHCH Exclude for 4 days after the onset of the rash Imimanised and immune contacts are not excludad
Far nen-immunisad contacks, contast a public haatth unit for spacislist advics.
&l immurccermpramizsd childran shoud be exduded unitil 14 days after the
appearance of the rash in the |ast case
Marirgitis {eirad) Esxzhade unitil persen is well Moot excludsd

Maringeooocal infaction

Exclude until appropniste antibictic trestment has bean completad

Met exchuded. Contact & public health unit for spacialist advics sbeut antibictics
ardforvaccination for pecpls whe wars in the same room as the cess

Mclluscum contagicsum Mot macludsd Mot macludsd
Mumps Exolude for 3 days or until swaling poss down lwhichewaris soonsr) Mot excludsd
Morowines Exclude until theara has not been & locse bowal metion or womiting for 4B hours Mot mucludad

Partussis (whooping coughl

Exclude uril § dawys after starting apprepriats antibictic treatmant, or for 21 days from
the crest of cocughing

Cantact & public heatth unit for spacialist advica about exduding nerrvacoineted
ard incomiplataty vaccinated cortacts, or antibictios

Praumocacosl disaasa Exclude uril persen is well Mot ewcludsd
Raosacla Mot excludsd Mot eacludsd
Ross Aivar virus Mot eocludsd Mot excludsd
Fatawinas infection Exhade urtil thars hiss not baen a loose bowel motion or vamiting for 24 hours® Mot eacludad
Rukella iGerman rassies] Exclude uril fuly recovered or for ot least 4 days aftar the onset of the msh Mot ewcludsd
Salmoresllosis Exchade urtil thesrs b not baen o loose bowes| motion for 24 hours® Mot eacludsd
Scabies Exclude uril the dey after starting appropriata fraatrrent Mot eacludsd
Ehigallosis Exzlude urdil thars has not baen s loose bowesl motion for 24 houre® Mot macludsd
Straptocescal sore throst Grcluding scarkst feverl | Excluds until the parson hers rscsived antiiotia trestrent for ot least 24 hours and feels well | Mot escludsd
Toxeplasmosis Mot mcludad Mot mucludad
Tubsareulosis [TE) Exclude uril medical certifioste is producsd from the appropriots hastth suthority Mot excludsad. Contact 8 public health unit for spacislist advios about

=creening, antibictios or specialist TE clinics

\arioells [chidkenp o

Exolude unitil al bistars have dried—this is usualy ot lsast § days after the rash first
appeared in nondmmunisad children, andless in immunised chidren

By child with an immune defigisncy ifor example, lsukaemia) or eosiving
chamotherapy should be swcludsd for ther own protedtion. Ctherwiss, not
awcludad

Viral gastroentaritis viral diarhoea)

Exchade urtil thers has not been a loose bowes| motion for 24 hours®

Mot excludsd

Exclude if looss bowel motions ars cccuring. Exclusion is not recessary f treatment
hars coourred

Mot excludsd

* Tha defirition o ' conimcis’ will varny apcording i ihe dissese—rehar 1o e specfic fect shesk for more imemraiion.
™ IF Ehe causa |s urkrown, posable mechision for S3hours untl couss is identified. Howover, edursiors and other st wihe have @ fosd handling roks should akways be sscuded untl thers

has net baen & kot bowssl mation for 48 haurs.

Adaptad fom EA Heath Communicabls Disease Corvdrol Branch: Riipoifwaww.ch. sa. g ov auipeh sfren chesbranch-commun icshie . him. Moie #hat sxdusion adwica is consistard with Sares

of Waiienal Guideines |Sold 5 whers avsilable.

tn EdIEIOD
E‘Sta's“ng Heah Staying Healthy, Preventing infectious dissases in sarly childhood sducstion and care sarvicss | Bth Edition | Prirted Jure 2013 MHMRAC Raf. CHEE=
-

i \ g

N/H/MRIC

WORKING TO BUILD A HEALTHY ALISTRALLY |

Procedure due for revision Oct 2021



	Procedure related to incident, injury, trauma and illness
	Managing the Outbreak of an Infectious Disease
	Details of person completing this form
	Child details
	Incident, injury, illness or trauma details
	Please tick relevant box
	Complete relevant details of:
	Nature of injury/trauma/illness:
	Action taken
	Notifications (including attempted notifications)
	Parental acknowledgment


