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Policy for dealing with accidents 
 
 
 

Rationale 
 
Children and adults in our care are treated adequately when faced with either a minor 
accident or major accident.   
 
Purpose 
 
This policy: 

 Gives clear structures and guidelines to all staff regarding dealing with accidents 

 Clearly defines the responsibilities for all staff 

 Enables staff to see where their responsibilities end 

 Ensures we have facilities and first aid supplies to deal with accidents 
 
Guidelines 
 
New staff to the school are given a copy of this policy when they are appointed.  This 
policy is regularly reviewed and updated.  This policy has safety at its  
priority.   
 
Conclusion 
 
The administration and organisation of dealing with accidents is taken very seriously at 
Hylton Castle Primary School.  There are annual procedures that check on the safety 
and systems that are in place in this policy.  The school takes part in the Health and 
Safety checks by Sunderland City Council—these happen throughout the year.   
Adjustments are made immediately if necessary. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Dealing with Accident Guidelines 

 



 
Minor bumps and scrapes 
 
Any member of staff can effectively look at a child who has fallen or bumped themselves.  Usual 
treatment would incur washing the area and making sure that the area is clean, dry and not 
requiring first aid treatment.  Wounds that are bleeding, have grit in should be sent to a First 
Aider who would wash the wound and dress appropriately. 
 
Cuts 
 
The nearest adult deals with small cuts.  All open cuts should be covered after they have been 
treated with water or a medi wipe.  Children should always be asked if they can wear plasters 
BEFORE one is applied.  Children who are allergic to plasters will be given an alternative 
dressing.  Minor cuts do not need to be recorded in the accident file. 
 
Any first aider can treat more severe cuts, but a fully trained first aider must attend the patient to 
give advice.  Major cuts should be recorded in the accident file and parents informed. 
 
ANYONE TREATING AN OPEN CUT SHOULD USE RUBBER GLOVES.  All blood waste is 
disposed of in yellow bags, located in the school office.  
 
Bumped Heads 
 
Any bump to the head, no matter how minor is treated as serious.  All bumped heads should be 
treated with a cold compress or ice pack.  Parents and guardians must be informed BY 
TELEPHONE.  The child’s teacher should be informed and keep a close eye on the progress of 
the child.  ALL bumped head incidents should be recorded in the accident file and an accident 
report form sent home to parents. 
 
 
Accident File 
 
The blue accident file is located in the main school office.  Accident record sheets are located in 
the reception area of the school outside the school office.  Each year there is a new file.  Old 
files and records are stored in the school archives. 
 
In the event of a record being completed, please make sure that you fill in with exact and 
detailed information. 
 
For major accidents, a further IR1 form must be completed within 24 hours of the accident.  
These forms are located in the main school office.  The form needs to be completed as 
accurately as possible and be signed by the Headteacher and sent to Corporate Health and 
Safety Team at Civic Centre, a further copy should be made to hold on file in the main school 
office. 
 
Calling the emergency services 
 
In the case of major accidents, it is the decision of the fully trained first aider if the emergency 
services are to be called.  Staff are expected to support and assist the trained first aider in their 
decision. 
 
If a member of staff is asked to call the emergency services, they must: 

 State what has happened 

 The child’s name 

 The age of the child 

 Whether the casualty is breathing and/or conscious 

 The location of the school 
 
In the event of the emergency services being called, a member of the Office staff or another 
member of staff, should wait by the school gate on Cramlington Road and guide the emergency 
vehicle into the school. 



 
If the casualty is a child, their parents should be contacted immediately and be given all the 
information required.  If the casualty is an adult, their next of kin should be called immediately.  
All contact numbers for children and staff are clearly located in the main school office. 
 
 
 
 

Inclusion Statement 
 
Disability Equality 
At Hylton Castle Primary School, we are committed to offering an inclusive curriculum to ensure 
thebest possible progress for all of our pupils whatever their needs or abilities. 
 
Pupils have Special Educational Needs if they have a learning difficulty which calls for special 
educational provision to be made for them. Pupils with a disability have special educational 
needsif they have any difficulty in accessing education and if they need any special educational 
provision to be made for them, which is anything that is additional to or different from what is 
normally available in schools in the area. 
 
At Hylton Castle Primary School we undertake the duties, including in relation to this policy: 
• Not to treat disabled pupils less favourably for a reason which relates to their disability 
• To take reasonable steps to avoid putting disabled pupils at a substantial disadvantage 
• To do our best by all disabled members of our school community in relation to the requirements  
  of this particular policy 
 
 
Gender Equality 
 
Hylton Castle Primary School fully recognises its duty to comply with equality and diversity 
legislation, 
and its Gender Equality Scheme sets out the school’s aims in relation to equality and what it will 
do to ensure that equality is fully embedded in practice. The school fully acknowledges its 
responsibilities in terms of equality issues in relation to gender, age, race, disability, religion or 
belief, sexual orientation and gender reassignment, including in relation to this policy.  
 
Hylton Castle Primary School is firmly committed to equality and diversity, and when carrying out 
our functions. We shall have due regard to the need: to eliminate unlawful discrimination and 
harassment; to 
promote equality of opportunity between male and female. 
 
This Policy should be read in conjunction with the Safeguarding Policy. 
 

 
 


