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Access and Storage of Information

We believe that an open access policy is the best way of encouraging participation.

Parents are welcome to view the policies and procedures file that governs the way in
which our provision operates. These can be viewed at any time when the nursery is
open, simply by asking the nursery manager, by accessing the file at the Main Office or

on the nursery website.

Parents are also welcomed to see and contribute to all the records that are kept on their

child's file; however, the nursery will adhere to Data Protection laws.

The nursery ensures that it is registered in adherence with data protection and a copy
of the certificate can be viewed at the reception. All the parent, child and staff information
are stored securely according to Data Protection registration including details,

permissions, certificates, and photographic images.

The nursery’'s records and documentation are kept and stored in accordance with the

mMinimum legislative archiving time. We currently archive records for at least 5 years.

This will be reviewed annually and amended according to any change in law/legislation.
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Accidents and First Aid

Accidents can be very distressing for anyone involved therefore at Sahan we follow this
policy and procedure to ensure all parties are supported and cared for, and their health,

safety and welfare is protected throughout their time in the nursery.

Accidents

Location of accident files: Main Office

T The person responsible for reporting accidents, incidents or near misses is the
member of staff who withesses the incident. They must record it on the Accident,
Incident and First Aid Form and report it to the nursery manager/director. This
should be done as soon as the accident is dealt with, whilst the details are still
clearly remmembered. Parents must be shown the report and asked to sign it as
soon as they collect their child

 Accident forms are checked monthly for patterns e.g, one child having a repeated
number of accidents, a particular area in the nursery or a particular time of the day
when most accidents happen. Any patterns will be investigated by the nursery
manager

T The nursery manager will report serious accidents to the registered person for
investigation for further action to be taken (i.e, a full risk assessment or report under
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR))
The Accident, Incident and First Aid File records will be kept for at least 7 years
Where medical attention is required, a senior member of staff will notify the
parent(s) as soon as possible whilst caring for the child appropriately

T Where medical treatment is required the nursery manager will also inform the
insurance company in writing

T The nursery manager will report any accidents of a serious nature to Ofsted where

necessary.

Transporting children to hospital procedure
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T If the injury is severe, call for an ambulance immediately. DO NOT attempt to
transport the sick child in your own venhicle

1 Whilst waiting for the ambulance, contact the parent and arrange to meet them
at the hospital

T A senior member of staff must accompany the child and collect together
registration forms, relevant medication sheets, medication and the child's
comforter. A member of the management team must also be informed
immediately

T Always remain calm. Children who withess an incident may well be affected by it

and may need lots of cuddles and reassurance.

First aid
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