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Early Years Policy – Incident-Injury-Trauma-Illness
[bookmark: _Toc135389702]Procedure	Comment by Maria Weiss: Vish and early years team please update procedure accordingly - see feedback below
Ensuring that the following contact numbers are displayed in close proximity of each telephone:	Comment by Alana Stevens: Who does this apply to? Who is required to follow/implement this part of the procedure?	Comment by Maria Weiss: Team to add in sentence re: who it applies to
· 000 
· Department of ET Education regional officeLoddon Campaspe office
· Approved provider/Coordinator Early Years	Comment by Alana Stevens: This is Council, is that right? Should we state this, and provide a direct contact i.e. Coordinator’s details and number?
· Asthma AustraliaVictoria: (03) 9326 7088 or toll free 1800 645 130278 462	Comment by Alana Stevens: Cant find this org online - do they still exist?
· Victorian Poisons Information Centre: 13 11 26
· Local council or shire.	Comment by Alana Stevens: More specific - particular dept, or just the general customer service number?
When there is a medical emergency, all Early Years Educators staff will:	Comment by Alana Stevens: Suggest we either provide more detail about what this might include, or copy across list of definitions from the policy into this document - someone following this procedure during an incident mightn’t have the time to refer to another document	Comment by Alana Stevens: All service staff?
· call an ambulance, where necessary
· administer first aid, and provide care and comfort to the child prior to the parents/guardians or ambulance arriving
· implement the child’s current medical management plan, where appropriate
· notify parents/guardians as soon as is practicable of any serious medical emergency, incident or injury concerning the child, and request the parents/guardians make arrangements for the child to be collected from the service and/or inform the parents/guardians that an ambulance has been called
· notify other person/s as authorised on the child’s enrolment form, if the parents/guardians are not contactable
· ensure ongoing supervision of all children in attendance at the service
· accompany the child in the ambulance when if the parents/guardians are not present, provided that staff-to-child ratios can be maintained at the service
· notify the approved provider of the medical emergency, incident or injury as soon as is practicable
· Early Childhood Teacher (ECT) will complete an Incident, Injury, Trauma and Illness record at the service.  The ECT or Approved Provider will complete and submit an incident report to the DETDepartment of Education within 24 hours.,   	Comment by Alana Stevens: Do these responsibilities sit with service staff? I assume they wouldn’t be making contact with Council’s insurer? Should the procedure include notifying the risk team / logging an incident report in lucidity?
· The Early Childhood Teacher will log the incident on Lucidity and the the approved provider and the service’s public liability insurer following a serious incident.will work with the OH&S/Risk team following the serious incident.
When a child develops symptoms of illness while at the service, all staff will:	Comment by Alana Stevens: Some of the points below spoke about injury, however I have removed these as the intro to the section says it only relates to illness. Assume injury would be covered under the previous section about ‘medical emergency’?
· observeing the symptoms of the children’s illnesses and injuries and, systematically recording and sharing this information with families (and medical professionals where required) 
· ensure that the nominated supervisor, or person in day-to-day care charge of the service, contacts the parents/guardians or authorised emergency contact for the child 
· request that the child is collected from the service if the child is not well enough to participate in the program
· ensure that they separate the child from the group and have a staff member remain with the child until the child recovers, a parent/guardian arrives or another responsible person takes charge
· call an ambulance (refer to definition of medical emergency) if a child appears very unwell or has a serious injury thatand needs urgent medical attention (refer to definition of medical emergency)
· ensure that the child is returned to the care of the parent/guardian or authorised emergency contact person as soon as is practicable
· ensure that, where medication, medical or dental treatment is obtained, the parents/guardians are notified as soon as is practicable and within 24 hours, and are provided with details of the illness and subsequent treatment administered to the child
· ensure that the approved provider is notified of the incident	Comment by Alana Stevens: Is this relevant in all instances of illness?	Comment by Nicole Fitzpatrick: Yes legal document for early childhood
· ensure that the Incident, Injury, Trauma and Illness Record is completed as soon as is practicable and within 24 hours of the occurrence.  	Comment by Alana Stevens: Should this also be listed under the ‘medical emergency’ section?
Details that must be entered in the incident, injury, trauma and illness record include the following:
· the name and age of the child
· 	the circumstances leading to the incident, injury or trauma, or relevant circumstances surrounding the child becoming ill (including any symptoms)
· 	the time and date the incident occurred, the injury was received,  or the child was subjected to the trauma, or the apparent onset of the illness
· 	the action taken by the service, including any medication administered, first aid provided or medical personnel contacted
· 	details of any person who witnessed the incident, injury or trauma, or the apparent onset of illness
· 	the name of any person the service notified, or attempted to notify, of any incident, injury, trauma or illness that a child suffered while being educated and cared for by the service, and the time and date of the notifications/attempted notifications
· 	the name and signature of the person making an entry in the record, and the time and date that the entry was made
· 	signature of a parent/guardian to verify that they have been informed of the occurrence.

All information will be included in the incident, injury, trauma and illness record as soon as is practicable, but not later than 24 hours after the incident, injury or trauma, or the onset of the illness.
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