Welfare Requirement – Safeguarding and promoting children’s welfare

Every Child Matters –  Stay Safe


Incident Forms

Any incident that happens during the hours the setting is open must be recorded on an Incident Form, at the earliest opportunity, by the worker who witnessed the incident. Once completed, the worker must sign the form.

Parents/carers need to be informed of the incident as soon as they collect their child (unless the incident is serious enough for the parent/carer to be contacted at the time). Once the parent/carer has been informed and has read the form they must sign it.

All completed Incident Forms will be kept in a confidential drawer of a locked filing cabinet.

Guidelines for Completing an Incident Form

· One form should be completed for each person involved in the incident

· Never put names of the other children involved in the incident on the form, use initials if necessary.

· Keep writing as clear as possible

· Put as much detail as is possible

· Check the completed form with the senior worker before showing the parent/carer

Incident Form

	Child's Name:

	Date of incident:                                                      Time of Incident:

	Name of member of staff who witnessed incident:

	Where incident happened:

	How incident occurred:

	Action taken by staff:

	
Signed:                                                              (Member of staff)

Signed:                                                               (Parent/Carer)




NB All information on this form is strictly confidential
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