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INCIDENT, INJURY, TRAUMA AND ILLNESS POLICY
Purpose
This policy ensures clear lines of action are identified to effectively manage responses to incidents, injuries, traumas and illnesses at our service.
Scope
This policy is applicable to all incidents, injuries, traumas and illnesses affecting children in our service. It does not apply to our staff.
Policy statement
General
1. The safety, health and wellbeing of children is a paramount consideration for our service.
2. Our management will ensure this policy is delivered at our service and that all staff understand the requirements under the policy.
3. Our staff receive relevant and up-to-date training to ensure they can effectively respond to incidents, injuries, trauma and illness. This includes anaphylaxis and emergency asthma management training. A staff member with first aid training is always on duty to ensure they can effectively respond to incidents.
4. We maintain high levels of supervision, meet ratio requirements at all times and regularly review supervision plans.
5. Care is taken when assessing the seriousness of an incident and if there is a need for emergency services to be contacted.
6. Keeping families informed is paramount: families will be notified of any serious incident involving their child at our service as soon as possible, and be provide a copy of the incident form to sign.
7. Confidentiality is important and is maintained at all times.
8. We provide our staff with access to appropriate and up-to-date information and regular professional development on the management of incidents.
9. We provide our staff with the necessary resources to respond to incidents and injuries.
10. In the event of an incident, injury, trauma or illness, we undertake a review (including a risk assessment) and take any appropriate action to remove or rectify the cause if required.
11. In the event of the death of a child, we act in accordance with legislation, respond compassionately, and cooperate with emergency services and government authorities.
Injury, Illness, Trauma and Incident Management
12. In the event of any incident, injury, trauma or illness that occurs at our service, staff will:
a) administer first aid;
b) ensure all children are safe from further harm;
c) inform the parent or carer as soon as possible but no later than at pick up time;
d) complete an Incident, Injury, Trauma, Illness and Notifiable Matter Form; and
e) ensure the above form is signed by all relevant parties.
13. Children showing any signs of having an infectious illness will be isolated as appropriate.
14. Where a child has received any injury to the head, no matter how minor, staff must contact the family as soon as possible. Educators must be aware that any injury to the head may develop into a serious incident or injury.
Notifiable Incidents
15. The relevant authority must be notified of all notifiable incidents within 24 hours. Multiple authorities may need to be notified. See Appendix 1 for notifiable incident types and the relevant authorities.
16. Our staff must advise their line manager within 12 hours of a notifiable incident.
17. Our staff work cooperatively with families and other relevant parties in relation to all serious and notifiable incidents.
18. If a child is experiencing a medical notifiable incident, the Responsible Person at our service will contact the family or emergency contact listed in the enrolment documentation immediately.
19. Our educators and staff members are required to make informed professional judgements regarding sexualised behaviour and child protection matters involving children. These matters will be reported to the relevant authority in line with mandatory reporting requirements.
20. Our educators and staff are legally required to report to the relevant authority, any allegations or incidents regarding sexual or physical abuse of a child that took place while attending an education and care session at our service. This report must be made within 24 hours of becoming aware of the allegation or incident, according to the requirements for mandatory reporting.
21. Community Child Care Fund Restricted (CCCFR) services, operating under the Child Care Subsidy Minister’s Rules 2017, must complete additional reports regarding any serious incident using the Notification of serious incident form and Work Health and Safety notifiable incident form available within Australian Government Department of Education website.

Legislative Requirements 
Education and Care Services National Law
Education and Care Services National Regulations
Clauses specifically relating to interactions with children:
	Section 165
	Offence to inadequately supervise children

	Section 174
	Offence to fail to notify certain information to Regulatory Authority

	Section 175 (2)(d)
	Requires notification of any incident where physical or sexual abuse of a child is reasonably believed to have occurred or is occurring during education and care

	Section 176 (2)(ba)
	In the case of a notice under regulation 175(2)(d), within 24 hours of the incident or within 24 hours of the approved provider becoming aware of the incident

	Section 167
	Offence relating to protection of children from harm and hazards

	Regulation 85
	Incident, injury, trauma and illness policies and procedures

	Regulation 86
	Notification to parents of incident, injury, trauma and illness

	Regulation 87
	Incident, injury, trauma and illness record

	Regulation 89
	First aid kits

	Regulation 95
	Procedure for administration of medication

	Regulation 97
	Emergency and evacuation procedures

	Regulation 103
	Premises, furniture and equipment to be safe, clean and in good repair

	Regulation 104
	Fencing

	Regulation 117
	Glass

	Regulation 161
	Authorisations to be kept in enrolment record

	Regulation 168
	Education and care service must have policies and procedures

	Regulation 169
	Additional policies and procedures – family day care service

	Regulation 170
	Policies and procedures to be followed

	Regulation 171
	Policies and procedures to be kept available

	Regulation 172
	Notification of change to policies or procedures

	Regulation 176
	Time to notify certain information to Regulatory Authority

	Regulation 183
	Storage of records and other documents


Related Documents
Early Childhood Australia (ECA) Code of Ethics
National Principles for Child Safe Organisations (Australian Human Rights Commission, 2019)
United Nations Declaration on The Rights of the Indigenous Peoples
United Nations convention on the rights of the child
Convention on the Rights of Persons with Disabilities
Children and Community Services Act 2004 (WA)
Education and Care Services National Regulations 2012 (WA) 


Definitions
Approved anaphylaxis management training: anaphylaxis management training approved by ACECQA and published on the list of approved first aid qualifications and training on the ACECQA website.
Approved emergency asthma management training: emergency asthma management training approved by ACECQA and published on the list of approved first aid qualifications and training on the ACECQA website.
Approved first aid qualification: a qualification that includes training in the matters set out below, that relates to and is appropriate to children and has been approved by ACECQA and published on the list of approved first aid qualifications and training on the ACECQA website.
Matters are likely to include: emergency life support and cardiopulmonary resuscitation; convulsions; poisoning; respiratory difficulties; management of severe bleeding; injury and basic wound care; and administration of an auto-immune adrenalin device.
Emergency: an incident, situation or event where there is an imminent or severe risk to the health, safety or wellbeing of a person at the service. For example, a flood, fire or a situation that requires the service premises to be locked down.
Emergency services: includes ambulance, fire brigade, police and state emergency services.
First aid: the immediate treatment or care given to a person suffering from an injury or illness until more advanced care is provided or the person recovers. First aid training should be delivered by approved first aid providers, and a list is published on the ACECQA website.
Hazard: a source of potential harm or a situation that could cause or lead to harm to people or property. Work hazards can be physical, chemical, biological, mechanical or psychological.
Injury: any physical damage to the body caused by violence or an incident.
Medication: medicine within the meaning of the Therapeutic Goods Act 1989 of the Commonwealth. Medicine includes prescription, over-the-counter and complementary medicines. All therapeutic goods in Australia are listed on the Australian Register of Therapeutic Goods, available on the Therapeutic Goods Administration website (tga.gov.au).
Medical attention: includes a visit to a registered medical practitioner or attendance at a hospital.
Medical emergency: an injury or illness that is acute and poses an immediate risk to a person’s life or long-term health.
Medical management plan (MMP): A document that has been written and signed by a doctor. A MMP includes the child’s name and photograph. It also describes symptoms, causes, clear instructions on action and treatment for the child’s specific medical condition.
Minor incident: an incident that results in an injury that is small and does not require medical attention.
Notifiable incident: any incidents that seriously compromise the safety, health or wellbeing of children. The notification needs to be provided to the regulatory authority and also to parents within 24 hours of a serious incident. The regulatory authority can be notified online through the NQA IT System.
Responsible Person: under National Law a responsible person must always be physically present at a centre-based service during all times that an Approved Service operates. A responsible person can be the approved provider or a person with management or control, a nominated supervisor or a person in day-to-day charge of the service.
Serious incident: Defined by Early Education and Care Services National Law and Regulations and Workplace Health and Safety Regulations. The definitions in each set of regulations differ. Refer to Appendix 1 to determine whether an incident fit either criteria.
Trauma: when a child feels intensely threatened by an event he or she is involved in or witnesses.
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Appendix 1 – Serious incident definitions and other notifiable matters
	Early Education and Care Services National Law and Regulations
	Workplace Health and Safety Law and Regulations

	Serious Incident Definition
1. The death of a child while being educated and cared for by the service or following an incident while being educated and cared for by the service.
2. Any incident involving a serious injury or trauma to a child while that child is being educated and cared for, which:
i) a reasonable person would consider required urgent medical attention from a registered medical practitioner; or
ii) the child attended or ought reasonably to have attended a hospital e.g. broken limb* 
iii) any incident involving serious illness of a child while that child is being educated and cared for by a service for which the child attended, or ought reasonably to have attended, a hospital e.g. severe asthma attack, seizure or anaphylaxis*
NOTE: In some cases (for example rural and remote locations) a General Practitioner conducts consultations from the hospital site. Only treatment related to serious injury, illness or trauma is required to be notified, not other health matters.
3. Any emergency for which emergency services attended
NOTE: This means an incident, situation or event where there is an imminent or severe risk to the health, safety or wellbeing of a person at an education and care service. It does not mean an incident where emergency services attended as a precaution.
4. A child appears to be missing or cannot be accounted for at the service.
5. A child appears to have been taken or removed from the service in a manner that contravenes the National Regulations
6. A child is mistakenly locked in or locked out of the service premises or any part of the premises.

	Serious Incident Definition
1. The death of a person
2. An injury or illness:
a) that requires the person to have immediate treatment as an in-patient in a hospital; or
b) that requires the person to have immediate treatment for —   
i. the amputation of any part of the person’s body; or
ii. a serious head injury; or
iii. a serious eye injury; or
iv. a serious burn; or
v. the separation of the person’s skin from an underlying tissue (such as degloving or scalping); or
vi. a spinal injury; or
vii. the loss of a bodily function; or
viii. serious lacerations; or
3. that requires the person to have treatment by a medical practitioner within 48 hours of exposure to a substance; or
4. that occurs in a remote location and requires the person to be transferred urgently to a medical facility for treatment (WA only); or
5. that, in the opinion of a medical practitioner, is likely to prevent the person from being able to do the person’s normal work for at least 10 days after the day on which the injury or illness occurs.

If unsure if an incident meets the WorkSafe definition of a serious incident, refer to the examples in Appendix 2



	Other Notifiable Matters
1. Any complaint alleging that:
a. A serious incident has occurred or is occurring at an education and care service; or
b. The Early Education and Care Services National Law and Regulations has been contravened.
2. Any circumstance at the service that poses a risk to the health, safety or wellbeing of a child attending the service. For example:
a. A building maintenance issue
b. Loss of power
c. Loss of water
3. Any incident where the approved provider reasonably believes that physical or sexual abuse of a child or children has occurred or is occurring while the child is being educated and cared for by the service.
4. Allegations that physical or sexual abuse of a child or children has occurred or is occurring while the child is being educated and cared for by the service
	Other Notifiable Matters – Dangerous Incidents
Dangerous incident means an incident in relation to a workplace that exposes a worker or any other person (including children and clients) to a serious risk to a person’s health or safety emanating from an immediate or imminent exposure to — 
1. an uncontrolled escape, spillage or leakage of a substance; or 
2. an uncontrolled implosion, explosion or fire; or
3. an uncontrolled escape of gas or steam; or
4. an uncontrolled escape of a pressurised substance; or
5. electric shock; or
6. the fall or release from a height of any plant, substance or thing; or 
7. the collapse, overturning, failure or malfunction of, or damage to, any plant that is required to be authorised for use in accordance with the regulations; or 
8. the collapse or partial collapse of a structure.





Appendix 2 – WorkSafe Serious Incident Examples and Guidance
	Types of treatment  
	Examples  

	Immediate treatment as an in-patient in a hospital  
	Admission into a hospital as an in-patient for any duration, even if the stay is not overnight or longer.  
It does not include:  
· Out-patient treatment provided by the emergency section of a hospital (i.e. not requiring admission as an in-patient).  
· Admission for corrective surgery which does not immediately follow the injury (e.g. to fix a fractured nose).  
 

	Immediate treatment for the amputation of any part of the body  
	Amputation of a limb such as arm or leg, body part such as hand, foot or the tip of a finger, toe, nose or ear.  

	Immediate treatment for a serious head injury  
	Fractured skull, loss of consciousness, blood clot or bleeding in the brain, damage to the skull to the extent that it is likely to affect organ/face function.  
Head injuries resulting in temporary or permanent amnesia.  
 
It does not include a bump to the head resulting in a minor contusion or headache.  


	Immediate treatment for a serious eye injury  
	Injury that results in or is likely to result in the loss of the eye or total or partial loss of vision.  
Injury that involves an object penetrating the eye (for example metal fragment, wood chip).  
Exposure of the eye to a substance which poses a risk of serious eye damage.  
 
It does not include:  
· Eye exposure to a substance that merely causes irritation.  
· Foreign bodies such as metal particles on the surface of the eye that may be treated with flushing and eye drops.  
 

	Immediate treatment for a serious burn  
	A burn requiring intensive care or critical care which could require compression garment or a skin graft.  
It does not include a burn that merely requires washing the wound and applying a dressing.  



	Immediate treatment for the separation of skin from an underlying tissue (such as de-gloving or scalping)  
	Separation of skin from an underlying tissue such as tendon, bone or muscles are exposed (de-gloving or scalping).  
It does not include minor lacerations. 

	Immediate treatment for a spinal injury  
	Injury to the cervical, thoracic, lumbar or sacral vertebrae including the discs and spinal cord.  
It does not include back strain.  


	Immediate treatment for the loss of a bodily function  
	Loss of consciousness, loss of movement of a limb or loss of the sense of smell, taste, sight or hearing, or loss of function of an internal organ.  
It does not include mere fainting, a sprain or strain.  
 

	Immediate treatment for serious lacerations  
	Deep or extensive cuts that cause muscle, tendon, nerve or blood vessel damage or permanent impairment.  
Deep puncture wounds.  
Tears of wounds to the flesh or tissues—this may include stitching to prevent loss of blood and/or other treatment to prevent loss of bodily function and/or infection.  
 

	Medical treatment within 48 hours of exposure to a substance  
	‘Medical treatment’ is treatment provided by a doctor.  
Exposure to a substance includes exposure to chemicals, airborne contaminants and exposure to human and/or animal blood and body substances.  


	Injury or illness in a remote location that requires urgent transfer to a medical facility for treatment  
	Includes any injury or illness not specified previously that cannot be treated at or near the site of the incident.  
A remote location is any location that is not served by ordinary ambulance services. It may include mines and offshore facilities, rail camps, geological surveys, small remote towns and shires, stations, agriculture properties, and isolated holiday facilities.  
A medical facility includes a hospital and any other facility that provides medical services.  
 

	Injury or illness that a medical practitioner considers likely to prevent the person from being able to do their normal work for at least 10 days  
	Captures any illness or injury not specified previously that prevents a person from doing their normal work for at least 10 days after the day of the injury or illness.  
This determination may only be made by a medical practitioner and may be in the form of a medical certificate or letter.  
Notification must be provided even if the worker is capable of light duties (e.g. a warehouse worker who is moved to desk duties for the duration of their recovery). 
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