Early Education and Care Services

2.08.

INCIDENT, INJURY, TRAUMA, AND ILLNESS

QUALITY AREA 2 | VERSION 6.0 Regulatory Policy & Procedure
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Statement of Commitment

Wyndham City Council is committed to safeguarding children younger than 18 and ensuring their active
participation as valued members of our community, while fostering a child-safe environment. We focus on
early identification of risks to protect children from harm, whether caused by adults, harmful behaviours
between children, exposure to family violence, or concerns like grooming, cumulative harm, or neglect.

We encourage the reporting of any concerns or suspicions of child abuse or harm. The Reportable Conduct
Scheme improves how organisations respond to allegations of abuse, harm, neglect, and risk to children.
Under this scheme, the CEO, or their delegate, must report any allegations of child-related misconduct to the
Commission for Children and Young People within a specific timeframe.

All allegations are taken seriously, and reporting does not require agreement on the conduct. Concerns can be
reported to a line manager or directly to the Senior Child Safe Advisor. Investigations will be conducted by an
external party under the oversight of relevant authorities, including Victoria Police, the Department of Families,
Fairness and Housing, and Child Protection.

Futhermore, Wyndham City Council has also publicly declared its commitment to being a Child Safe
Organisation on our external website and recognises the importance of Child Safety in the provision of quality
community services. All children and young people who attend services, programs, events, and community
spaces have a right to feel safe, be safe, and be heard. We are committed to maintain a child safe
environment, and value a culture of safety within council and its operations.

There are also behavioural expectations to recognise the importance of an inclusive and welcoming
environment to all children & young people of the wider community including Aboriginal and Torres Strait
Islanders, culturally and/or linguistically diverse, those with a disability and promoting an environment with no
tolerance for racism.

Pu rpose
This policy defines the:
e procedures to be followed if a child is ill or is involved in a medical emergency or an incident at the
service that results in injury or trauma.
e responsibilities of staff, parents/guardians, and the approved provider when a child is ill or is involved
in a medical emergency or an incident at the service that results in injury or trauma.
e practices to be followed to reduce the risk of an incident occurring at the service.

Policy Statement
Wyndham Early Education and Care Services (EECS) is committed to:
e providing a safe and healthy environment for all children, staff, volunteers, students, and any other
persons participating in or visiting the service.
e responding to the needs of an injured, ill, or traumatised child at the service.
preventing injuries and trauma.
preventing the spread of illness through simple hygiene practices, monitoring immunisation records,
and complying with recommended exclusion guidelines.
e maintaining a duty of care to children and users of EECS.

Scope

This policy applies to the approved provider, persons with management or control, nominated supervisor,
persons in day-to-day charge, early childhood teachers, educators, staff, students, volunteers,
parents/guardians, children, and others attending the programs and activities of EECS, including during offsite
excursions and activities.
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Responsibilities

Approved Provider and
EECS Unit

Nominated Supervisors/
Team Leaders

Early Childhood Teacher,
Educators, and other staff

and students

Family, parents/guardians
Contractors, volunteers,

Ensure the premises are kept clean and in good repair.
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Maintain effective and active supervision (refer to Supervision of
Children Policy) for all enrolled children in all aspects of the
service’s program.
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Check equipment regularly, both inside and outside, for potential
dangers and make ensure children are safe by taking the right
steps when a hazard is found.

\

Be proactive, responsive, and flexible in using professional
judgments to prevent injury from occurring.

\

Have ready access to an operating telephone or other similar
means of communication to enable immediate communication to
and from parents and emergency services.

Ensure staff have access to the following:

e First Aid resources and medication.

¢ Incident, Injury, Trauma, and lliness Record.
o WorkSafe Victoria incident report forms.

Ensure the service has an Occupational Health and Safety policy
and procedures that outline the process for effectively identifying,
managing, and reviewing risks and hazards that are likely to cause
injury, and reporting notifiable incidents to appropriate authorities.

Ensure that at least one educator with current, approved first aid
training is present and ready to always assist while the service is
running (refer to Administration of First Aid Policy).

Ensure there are an appropriate number of up-to-date, fully
equipped first aid kits that are always accessible (refer to
Administration of First Aid Policy)

Ensure children’s enrolment forms provide authorisation for the
service to seek emergency medical treatment by a medical
practitioner, hospital, or ambulance service.

Notify the service, upon enrolment or diagnosis, of any medical
conditions and/or needs, and any management procedure to be
followed with respect to that condition or need.

Inform the service of an infectious disease or illness that has been
identified while the child has not attended the service, and that
may impact on the health and wellbeing of other children, staff and
parents/guardians attending the service.

Ensure the service is provided with a current medical
management plan, if applicable.

Notify the service when their child will be absent from their regular
program.

Notify staff/educators if there is a change in the condition of a/their
child’s health, or if there have been any recent accidents or
incidents that may impact on the child’s care e.g., any bruising or
head injuries.

Respond immediately to any incident, injury, or medical
emergency.

EECS — Policy QA 2 — 2.08 — Incident, Injury, Trauma, and lliness | Date Reviewed: October 2023

Wyndham City — Early Education & Care Services

Page 2 of 5




Early Education and Care Services

2.08. INCIDENT, INJURY, TRAUMA, AND ILLNESS

QUALITY AREA 2 | VERSION 6.0

e ) ol % 2 »
< Q3 o
& |8 |5%| § |8
3 S| 32 < €
ez | 58|=§| 3 |52
S| 28| v o = o o
T °c2 | 58| 9T @ >3
Responsibilities o 224125 5 | 68
Tuw| 9 E|Z2g © S
SWw| w3 | =5 o o <
o EF-|O% = | E°
g |5 |£8 E |5
= w o o o
Ensure a parent/guardian of the child is notified as soon as is
practicable, but not later than 24 hours after the occurrence, if the v v v
child is involved in any incident, injury, trauma, or illness while at
the service.
Notify other person/s as authorised on the child’s enrolment form v v v
when the parents/guardians are not contactable.
Consider the emotional wellbeing of all children and educators v v v
during and following an accident, injury, trauma, or illness events.
Ensure that regulatory and legislative responsibilities are met in v v v
relation to any incident, injury, or medical emergency.
Ensure notifications of serious incidents are made to the
regulatory authority (DE) through the NQA IT System as soon v v
as is practicable but not later than 24 hours after the event.
Record details of any incident, injury or illness in the Incident,
Injury, Trauma and lliness Record as soon as is practicable but v v

not later than 24 hours after the occurrence.

Sign the Incident, Injury, Trauma, and lliness Record, thereby v
acknowledging that they have been made aware of the incident.

Review and evaluate procedures after an incident or iliness as part

of the quality improvement process and taking appropriate action v v v
to remove the cause if required.
Ensure all completed medication records are kept until the end of v v

3 years after the child’s last attendance.

Ensure all Incident, Injury, Trauma, and lliness Records are
maintained and stored securely until the child is 25 years old (refer v v
to Privacy and Confidentiality Policy).

Communicate with families about children’s health requirements in
culturally sensitive ways and implementing individual children’s v v v v
medical management plans, where relevant.

Be contactable, either directly or through emergency contacts
listed on the child’s enrolment form, in the event of an incident v
requiring medical attention.

Request parents/guardians arrange for the child or children

involved in an incident or medical emergency to be collected from v v v v
the service or informing parents/guardians if an ambulance has

been called.

Collect their child as soon as possible when notified of an incident, v
injury or medical emergency involving their child.

Keep child at home when they show signs of illness. v

Definitions
— The terms defined in this section relate specifically to this policy:

Emergency services: Includes ambulance, fire brigade, police, and state emergency services.

First aid: The provision of initial care in response to an illness or injury. It generally consists of a series of
techniques to preserve life, protect a person, prevent a condition worsening, and promote recovery.
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Hazard: A source or situation with a potential for harm in terms of human injury or ill health, damage to
property, damage to the environment or a combination of these.

Iliness: Any sickness and/or associated symptoms that affect the child’s normal participation in the program at
the service.

Incident: Any unplanned event resulting in or having potential for injury, ill health, damage, or other loss.

Incident, Injury, Trauma, and lliness Record: Contains details of any incident, injury, trauma, or illness that
occurs while the child is being educated and cared for by the service.

Injury: Any physical damage to the body caused by violence or an incident.

Medication: Any substance, as defined in the Therapeutic Goods Act 1989 (Cth), that is administered for the
treatment of an iliness or medical condition.

Medical management plan: A document that has been prepared and signed by a doctor that describes
symptoms, causes, clear instructions on action and treatment for the child’s specific medical condition and
includes the child’s name and a photograph of the child.

Medical attention: Includes a visit to a registered medical practitioner or attendance at a hospital.

Medical emergency: An injury or illness that is acute and poses an immediate risk to a person's life or long-
term health.

Minor incident: An incident that results in an injury that is small and does not require medical attention.

Trauma: An emotional wound or shock that often has long-lasting effects or any physical damage to the body
caused by violence or an incident.

Eﬁ Legislation and Standards

9=| Relevant legislation and standards include but are not limited to:
e Australian Standards AS3745-2002, Emergency control procedures for buildings, structures, and
workplaces
Education and Care Services National Law Act 2010: Section 174(2)
Education and Care Services National Regulations 2011: Regulations 77, 85-87, 103, 177, 183
Public Health and Wellbeing Act 2008 (Vic)
Public Health and Wellbeing Regulations 2009 (Vic)
Occupational Health and Safety Act 2004 (Vic)
Occupational Health and Safety Regulations 2007
WorkSafe Victoria Compliance Code: First aid in the workplace (2008)
National Quality Standard, Quality Area 2: Children’s Health and Safety
National Quality Standard, Quality Area 3: Physical Environment
National Quality Standard, Quality Area 7: Governance and Leadership
Therapeutic Goods Act 1989 (Cth)

:'I Related Appendices & Documents
E e Appendix 2.4.1: Basic Life Support Flowchart
Appendix 2.4.2: First Aid Kits Contents

[ ]
e Appendix 2.4.5: Ambulance Victoria - How to Call
e Process 2.8.1: Incident, Injury, Trauma, and lllness

S Related Policies
O/O e Administration of First Aid
Administration of Medication
Arrival and Departure
Asthma, Anaphylaxis and Allergic Reactions
Dealing with Infectious Diseases
Dealing with Medical Conditions
Diabetes
Emergency and Evacuation

EECS — Policy QA 2 — 2.08 — Incident, Injury, Trauma, and lliness | Date Reviewed: October 2023

Wyndham City — Early Education & Care Services Page 4 of 5



Early Education and Care Services

2.08. INCIDENT, INJURY, TRAUMA, AND ILLNESS

QUALITY AREA 2 | VERSION 6.0

Epilepsy

Excursions and Service Events
Hygiene

Occupational Health and Safety
Privacy and Confidentiality
Providing a Child Safe Environment
Road Safety and Safe Transport

Authorisation and Version Control

Version @ Objective ID Action
3 A2340474 Minor Changes - wording
4 A3850021 Addition — Wyndham City’s Statement of

Commitment — Child Safe Standards
Changes to Appendix numbers

5 A4670103 Minor changes to wording.
Updated definitions.
Develop and include process.

6 A4670103 Updated Wyndham City’s Statement of
Commitment to a Child Safe Organisation — as per
Wyndham City’s Child Safe Management page

Endorsement

Date date

27/09/2018 KK 22/01/2019

28/09/2022 TP

Oct, 2023 TP

20/06/2025 TP
“TReaicamnsd

Next Review
Date

2021

2024

Oct, 2025

Oct, 2025
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