Health and Safety Procedures Hataitai School
Accident and Incident Reporting
First Aid Response
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	Delegations

	To provide clear guidelines of appropriate actions for staff members when accidents occur.


	
	Response

· First Aid

Where possible there should be a minimum of two holders of suitable first aid qualifications on site at all times.  A suitable qualification is a Red Cross First Aid Certificate or equivalent.  The school will be responsible for organising, encouraging and funding for the training of staff to achieve these qualifications.  In the event of an accident judged to be serious at least two qualified first aiders should assess the injury when possible. For all cases, treatment should follow the procedures set out in “First Aid Manual Emergency Procedures for Everyone at Home, at Work or at Leisure” book held in the Medical Room. Expert medical treatment should be sought for any injury that cannot be treated appropriately by the first aiders on site or where the assessment of the seriousness of the injury is uncertain.

· Incident Book

Any accident that requires medical attention beyond the level of “sticking on a band aid” and all head injuries must be recorded in the incident book.  This entry is to include details of how the accident occurred and identification of any hazards that may have led to the accident.

At least once a term or as appropriate the Principal and management team will review the incident book and look for any patterns of behaviour or physical hazards that require attention to ensure the safety of all at Hataitai School. Once a particular hazard is identified such remedial actions as necessary to neutralise it should be undertaken as a matter of urgency. A report will be presented to the Board at the final meeting each year.

· Contacting Parents

If an accident has been judged sufficiently serious to be entered in the incident book the parent/caregivers should be informed of what has occurred.  For minor accidents this will take the form of a take home notice, copies of which will be kept in the incident book.  For more serious accidents including head injuries, parents/caregivers or a nominated emergency contact person are to be contacted as soon as possible. If in any doubt at all, the parents of the student are to be contacted immediately.
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