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13. Illness and Injury Policy (including administration of medicines) 
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Statement of Intent 

North Nibley Pre-school aims to promote the good health of the children in our care.  We 

take steps to prevent the spread of infection and take appropriate action when children are 

ill. 

 

All staff have undertaken up to date first aid training relevant to infants and young children.  

We ensure that at least one member of staff with a current first aid training certificate 

(relevant to infants and young children) is on the premises or on an outing at any one time.   

 

A correctly stocked first aid box is stored out of children’s reach and its contents are 

checked every six weeks. 

 

Permission forms 

At the time of admission to the Pre-school, parents’ written permission for emergency 

medical advice or treatment is sought.  Parents sign and date their written approval.  This 

includes permission to put a plaster on a minor wound if appropriate. 

 

Parents of children who have an allergy or require medication complete a Administration of 

Medication – Parental Request Form, this is kept with the child’s medication in the First Aid 

cupboard.  All staff are made aware of children with specific conditions or allergies that may 

require treatment and such information is kept confidential. 

 

Procedures for children who are sick or infectious 

 North Nibley Pre-school can refuse admittance to children who have a temperature, 

contagious infection or disease. 

 If a child appears unwell during a session – has a temperature, sickness, diarrhoea 

or pains, particularly in the head or stomach – the Playleader, or designated person, 

calls the parent/named contact and asks for the child to be collected. 
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 If a child has a temperature, they are kept cool, by removing top clothing and 

sponging their bodies with cool water. 

 Temperature is taken using the thermometer kept in the first aid box. 

 In extreme cases of emergency, an ambulance will be called, the parents/carer will 

be informed and the child will be taken to hospital. 

 Where children have been prescribed antibiotics, parents are asked to keep them at 

home for the first 48 hours of taking the medicine, before returning to the Pre-school. 

 Children suffering sickness and/or diarrhoea should not return to the Pre-school for 

at least 48 hours after the last bout of sickness/diarrhoea. 

 Children with head lice are not excluded, but must be treated to remedy the 

condition.  Parents are notified if there is a case of head lice at the Pre-school. 

 

The Pre-school has a list of excludable diseases and current exclusion times published by 

Public Health Britain. This is circulated to parents/carers at the start of each new pre-school 

year.  A copy is also given to parents/carers of any child who joins North Nibley Pre-school 

during the school year and is also available in the H&S file. 

 

An appropriate risk assessment will be carried out in the event of an HIV+ child attending 

the setting. 

 

Administration of medicine 

North Nibley Pre-school will only administer medicines (both prescription and non-

prescription) when essential and with the parent’s express permission.  The child’s parent 

will be asked to complete the appropriate form which will give clear instructions about 

dosage, administration of the medicine and giving permission for a member of staff to follow 

the instructions.  The child’s medicine must be taken home at the end of each day. 

 

Children with special needs may have an extensive list of health information. This will be 
documented and understood and appropriate instructions circulated to all staff and 
volunteers who will be interacting with the child. 
 

If possible, the child's parent will administer the medicine before/after pre-school. If not, 
then the medicine must be stored in its original container and clearly labelled with the child's 
name, dosage, the time the dose must be given and any other instructions.  The medicine 
must be given to the Playleader/Deputy Playleader, and not left in the child’s bag.  If at all 
possible the child’s parent or relative should come in and administer when possible. 
 

All medicines will be kept in a cupboard in the kitchen which is out of the reach of children. 
 

A book is used to log: 

 name of child; 

 times that medication should be administered and dosage; 

 date and time when medication is administered; 

 signature of person who has administered dose; and  

 the parent/guardian signs the entry at the end of each day to confirm administration 

of medication. 
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Injections will not be given. Plasters will be administered where appropriate and the parents 
are informed of this when their child starts at Pre School in case their child is allergic to 
plasters. 
 

Reporting of ‘notifiable diseases’ 

If a child or adult is diagnosed as suffering from a notifiable disease under the Public Health 

(Infectious Diseases) Regulations 1988, the General Practitioner (GP) will report this to 

Public Health England (PHE).   

 

The Chairperson will inform Ofsted and act on any advice given by the regional PHE office. 

 

North Nibley Pre-school will display a notice informing other parents if a child is absent with, 

for example, chicken-pox, Scarlett fever, impetigo and other similar contagious illnesses. 

 

Major accidents or illnesses 

 Staff must wear protective clothing (disposable aprons and gloves) at all times. 

 The Playleader will assess the situation and decide whether the child needs to go to 

hospital by ambulance or whether the child can wait for the parent to come. 

 If the child needs to go straight to hospital 

o The Playleader or designated person will call an ambulance.  They will also 

call the parents/named contact to make arrangements to meet at the hospital. 

o The Playleader or designated person will accompany the child to hospital, 

taking along all relevant paperwork, ie. emergency permission forms, known 

allergies, treatment plans. 

 If the child can wait until the parent to come 

o The Playleader or designated person will contact the parent, and they will stay 

with the child to monitor them and make sure they are comfortable. 

o Staff will explain to the parent when they arrive, what has happened and/or 

the symptons being shown.  It will then be put to the parent to seek medical 

advice. 

o Staff should ask the parent to sign the relevant paperwork 

 Parents are asked to keep the Pre-school informed of developments. 

 

Minor accidents and illnesses 

 If there is any spilling of bodily fluids then protective clothing must be worn. 

 The member of staff who witnessed the accident will assess the child and inform the 

child’s Key Person and, if necessary, the Playleader. 

 The child’s Key Person, or other designated person, will treat the injury. 

 The child’s Key Person will observe them as they resettle back into an activity. 

 

Accident Procedure 

In the event of an accident, the following procedure should be followed: 

 A member of staff to escort other children away from the incident, reassure and 

distract them with a suitable activity. 

 A first aider should assess the situation. 

 In non-serious cases, the incident will be dealt with by the first aider on the premises 

and recorded in the accident book and the parent/guardian informed. 

 In serious cases, the following procedure should be followed: 
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o where possible the person involved should not be moved; 

o basic first aid should be administered; 

o telephone for emergency services stating address – North Nibley Pre-school, 

North Nibley Village Hall, Innocks Estate, North Nibley, Dursley, GL11 6EA.  

Tel: Elaine Roberts 07766 491768. 

and informing: 

o what happened; 

o any injuries; 

o who was involved. 

 Contact the parents/guardian. 

 If away from the main building, inform Pre-school staff in the Village Hall of the 

situation and then emergency staff cover if a member of staff has to leave the 

premises. 

 

A notice of this procedure is displayed on the notice board in the Village Hall. 

 

Our Accident Book: 

The accident book is completed for all accidents at the Pre-school.  It is 

 kept safety and accessibly; 

 all staff and volunteers know where the book is kept and how to complete it; and 

 is reviewed at least half termly to identify any potential or actual hazards. 

 

Reporting accidents/incidents 

Ofsted 

Ofsted is notified of any injury requiring treatment by a GP or hospital, or the death of a 

child or adult. 

 

Ofsted is informed if: 

 A child dies on the Pre-school’s premises, or as a result of something happening 

while the child was in Pre-school care, regardless of where they are when they die. 

 An adult dies or has a serious accident or injury whilst on the Pre-school’s premises. 

 A child in the Pre-school’s care is taken into hospital (to Accident and Emergency for 

more than 24 hours), either directly from the Pre-school’s premises, or later, as a 

result of something that happened while the child was in Pre-school’s care. 

 There is any significant event that is likely to affect the Pre-school’s suitability to care 

for children. 

 

Ofsted need not be informed if a child has an accident on the Pre-school’s premises but 

they were not in the Pre-school’s care at the time, eg. they have been collected by their 

parent and they were leaving the premises. 

 

Health and Safety Executive 

Any injury requiring GP or hospital treatment to a child, parent, volunteer or visitor is 

reported to the local office (Bristol) of the Health and Safety Executive (HSE).   

 

We meet our legal requirements for the safety of our employees by complying with RIDDOR 

(the Reporting of Injury, Disease and Dangerous Occurrences Regulations).  We report to 

the local office of the HSE: 

 deaths; 
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 major injuries that happened to anyone on the Pre-school premises or while caring 

for children off the premises; 

 injuries that last more than 3 days – where an employee is away from work or unable 

to perform their normal work duties for more than 3 consecutive days; 

 any dangerous occurrences -  an event which does not cause an accident but could 

have done. 

 

Any incidents should be reported as soon as possible and online (www.hse.gov.uk/riddor). 

However fatal/specific or major incidents/accidents can be reported by calling the HSE 

Incident Contact Centre on 0345 300 9933 (opening hours Monday to Friday 8.30am to 

5pm).  For injuries which last more than 3 days, the HSE must be informed within 10 days 

of the incident happening. 

 

 

http://www.hse.gov.uk/riddor

