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University of Warwick Holiday Scheme 

ACCIDENT PROCEDURE 

 

Purpose Every effort will be made to always keep the children 

in our care safe, but in the event of an accident the 

following procedures will be followed. 

 

Review Frequency  Annually or if an incident occurs the policy must be 

reviewed immediately  

Date approved  September 2026 

Date of next review September 2027 

 

The named staff members (at least 2) responsible for the upkeep of the policy are: 

 

Jo Warren, Nursery manager  

 

Rachael Snell, Holiday Scheme Coordinator 

All Holiday Scheme staff are either Paediatric First Aid trained which is updated 

every three years or complete a basic First Aid training programme online annually. 

The only time this may not apply is if we have agency staff to cover an absence The 

Holiday Scheme will always have at least one Paediatric First Aider on site at all 

times. 

There is a First Aid Box at our registration desk plus two smaller First Aid Kits which are used for 

outside play and walks across campus. 

Major Accident 

If a major accident occurs the procedure is as follows: 

At all times the staff must wear protective clothing (disposable gloves and aprons). 

1. If able to be moved, the child is taken to a quiet place and the Holiday Scheme Managers, 

Coordinator or Assistant Coordinator notified. DO NOT MOVE THE CHILD IF A HEAD OR 

BACK INJURY IS SUSPECTED. If the child can not be moved, the other children in the area 

must be moved away from the accident site. 

The staff lead will then assess the situation and decide whether the child needs to go 

immediately to hospital or whether the child can wait for a parent/main carer to come. 
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a. If the child needs to go straight to hospital, an ambulance will be called by dialling 

999 on an internal line. This will connect with security staff in the main gate who 

should be informed of the incident and instructed to call for an ambulance. The 

security staff will escort the ambulance to the Holiday Scheme venue on campus. The 

parent/main carer will be contacted, and arrangements will be made to meet the 

parent/main carer at the hospital. A member of staff will accompany the child to 

hospital but will not sign for any treatment to be carried out. The staff member will 

take any information with them about the child’s medical history and allergies. 

b. If the child can wait for the parent/main carer to come, then the parent/main carer 

will be contacted, and the child will be made as comfortable as possible. A member of 

staff will stay with them until the parent/main carer arrives. 

It will then be for the parent/main carer to decide whether to go to the hospital or 

not. 

2. A report of the accident will be recorded on the Accident Form and countersigned by the 

parent/carer at the earliest opportunity.  A copy of the report will be sent to the University 

Health and Safety officer, who will forward it on the Health and Safety Executive. In the 

event of a child being hospitalised OFSTED and the Local Safeguarding Children Board will 

be informed. This will also be the procedure followed in the event of a child death at the 

Holiday Scheme.  

Minor accident 

If a minor accident occurs the procedure is as follows:  

At all times the staff must wear protective clothing (disposable gloves and aprons). 

1. The child should be taken to a quiet area where their injuries can be treated 

properly. 

2. A member of staff assesses the injury.  

3. The injury is then treated. 

4. The child is then resettled back into the activities and observed. 

5. The incident is recorded on the Accident Form and must be signed by the parent. 

6. The parent is advised of the accident by phone if this is felt necessary. If the child 

suffers a head injury, however minor, the parents must be informed.  


