VICTORIA COLLEGE BELFAST

(incorporating Richmond Lodge School)

Day Care 

Reporting Adverse, Untoward Incidents Policy- referencing Standard 15
1.
Rationale:
Victoria College Day Care is committed to promoting high quality education by employing and supporting staff who will work with a high degree of commitment and professionalism in an environment where every individual is respected.  The purpose of this policy and accompanying procedures is to establish a clear framework for reporting adverse and untoward incidents which may take place within the Day Care setting.  This policy applies to all teachers, leaders and assistants employed by Victoria College Day Care.  
2.
Definition:
This policy applies to all staff, teachers, leaders and assistants employed by Victoria College Day Care.  An adverse, untoward incident is one which is critical and arises suddenly, with major impact.  An incident might be designated as critical where the result is likely to cause serious disruption to the running of the Day Care setting, or where there is likely to be significant public or media attention.  This policy should be read in conjunction with other Day Care policies, such as Child Protection and Safeguarding and Managing Emergencies.
3.
Aims and Objectives:
1.
To ensure that all adverse and untoward incidents are reported appropriately.
2.
To inform staff and parents of the policy and procedures for reporting adverse and untoward incidents.
4.
Procedures:
Should an adverse, untoward incident, or accident, take place within the setting, the Day Care Manager (Mrs Moffitt) will take immediate action to safeguard the health and welfare of the pupils.  The Day Care Manager (Mrs Moffitt) will immediately communicate with the parents/carers.  The Early Years Team at Everton Complex, 585-587 Crumlin Road, Belfast (028 95 043844 ) will also be informed by the Day Care Manager.  Accidents may need to be reported to the Health and Safety Executive in relation to:

· work related deaths/ serious injuries (to staff or children)
· over three day injuries
· work-related diseases

· dangerous occurrences (near miss accidents)
There can, of course, be no rigid formula for responding to incidents. Where the crisis is related to people, such as in the event of a death or serious injury on the setting premises or out of the setting on Day Care business, the Day Care setting will take the lead, with the support of appropriate agencies as necessary.  

Following an adverse or untoward incident, the Day Care staff will evaluate the incident to ensure that similar incidents can be prevented from occurring.

5.
Review and Evaluation:
The policy will be reviewed once a year by the Board of Governors.  The policy will be kept under review by senior members of staff who will keep Governors informed of any difficulties that may arise.
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