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Procedure for Recording Accidents, Incidents & Near Misses  
 
Purpose 
Extratime is committed to keeping everyone at our settings safe and well and expects all staff and 
volunteers to share and demonstrate this commitment in every aspect of their work.  All staff and 
volunteers must be familiar with Extratime’s Health & Safety Policy and Safeguarding Children & 
Young People Policy, which explain individual responsibilities and set out procedures intended to 
create a healthy and safe environment for all children, young people, staff, volunteers and visitors.  
This procedure sets out the responsibilities of all staff and volunteers and the actions everyone must 
take to properly record and report all accidents, incidents or near misses. 
 
Recording and reporting accidents, incidents and near misses enables us to; 

 Fulfil our fundamental commitment to safeguarding children and young people 

 Maintain trust and confidence of parent carers and the wider community 

 Identify underlying causes that help in the prevention of future accidents and incidents.   

 Meet our legal responsibility to inform Ofsted, the Health &Safety Executive and Ofsted in 
certain circumstances. 

 
Scope 
This procedure is to be used by all staff and volunteers working at Extratime.  Any member of staff 
who does not fulfil their duties as set out in this procedure may face disciplinary action.  A volunteer 
who does not fulfil their duties as set out here may have their volunteer arrangement ended. 
 
Associated Policies & Procedures 

 Health & Safety Policy 

 Safeguarding Children & Young People Policy 

 Behaviour Management Policy & Procedure 

 Physical Intervention Policy 

 Major Accident Procedure 
 
Definitions 
Accident: an accident is an event or occurrence that happens unexpectedly and unintentionally, 
typically resulting in an injury. Fo example a child tripping over and hurting their knee.  
Serious/ major accidents should be dealt with using Extratime’s Major Accident Procedure (Key 
points, as appropriate; apply emergency first aid, Call 999, Call parent carer, call senior management 
team) 
 
Incident: an incident is an unplanned event that causes injury to another person, damage to 
property or is significant enough to mean it should be recorded.  At Extratime, this would include 
incidents such as: 

 Harmful physical contact between children/young people or children/young people and a 
member of staff/volunteer, e.g. hitting/scratching/hair pulling 

 A child/young person’s behaviour escalating to the point where intervention is needed to keep 
them/others safe. Refer to Extratime’s Behaviour Management Policy and Physical Intervention 
Policy for more information on interventions   

 A child/young person behaving in a way that is not usual for them, e.g. heightened behaviour 
seen repeatedly/throughout a session 

 An event that significantly upsets/distresses a child/young person 

 An event which causes concern such as a member of the public trying to gain unauthorised 
access to the club, or a fox in a meeting room! 

 A separate form must be used to record Safeguarding incidents of concerns   
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This isn’t a complete list.  Check with your Venue Lead/Supervisor if you’re not sure whether an 
incident should be recorded.   
 
Near Miss: this is an event that didn’t cause harm, but that had the potential to cause injury or ill 
health.  This is also a legal requirement and recording these means we can put steps in place to 
avoid the event occurring again. 
 
Injury: In this context injury is defined as ‘physical harm to a person which may or not cause a mark.’ 
All injuries must be recorded and reported using the accident and incident form as this allows us to 
track and learn from any patterns which may not be immediately obvious, especially where these 
are across different Extratime settings. 
 
Unless the child or young person is very distressed, parent carers do not need to be informed of 
minor injuries by phone (e.g. a small graze to exposed skin on a child’s knee or hand, paper cut). 
Parent carers should be contacted about any other type of injury as soon as possible. The Venue 
Lead should use their judgement and if in doubt contact the Senior Venue Lead for support. 
 

Physical intervention: Physical Intervention is always a last resort. In an Extratime context physical 
intervention involves the control a child or young person’s behaviour using bodily contact or changes 
to the person’s environment. Examples would include removing someone from a high risk situation 
and / or safely containing them in a separate space for a short time with support and supervision. On 
rare occasions where there may be no other option than to physically intervene, physical restrictive 
intervention may be used by at trained senior staff member only. 
 
Important: the Senior Venue Lead or HR & Operations Lead must be informed of any incidents 
involving physical intervention on the day it occurs.  
 
Recording and Reporting Procedure 
Accidents/incidents involving children/young people: 
1. If the child has sustained more than a minor injury (see above definition ), as soon as it safe to 

do so, the Venue Lead/Supervisor should telephone the child/young person’s parent carer to 
advise them of the accident/incident, any injuries, the action that was taken (e.g. first aid) and 
that full details will be provided to them in writing 

2. An Accident, Incident & Near Miss Form (Appendix 1) must be used to record all relevant 
information (see below: Guidance on Completing Accident, Incident & Near Miss Forms) 

3. Where possible the form should be completed by the staff member who dealt with the accident/ 
incident on the same day, in exceptional circumstances, within 24 hours. If this person is not 
best placed to complete the form (e.g. due to language barrier or other support needs), the 
Venue Lead should allocate another person, or complete the form themselves in consultation 
with the staff member involved in the incident.  

4. If necessary the Venue Lead/Supervisor should arrange for the staff member’s allocated 
child/young person to be covered while they do this.  

5. Once the Venue Lead/Supervisor is satisfied the form has been completed to the required 
standard, they should complete their section and sign the form   

6. The Venue Lead has overall responsibility for ensuring the form is completed to a high standard 
within the time period. 

7. If the parent carer has not been contacted during the session, they must be told about the 
accident or incident at pick up. This should be done professionally and sensitively.  

8. If the parent carer does not pick up from club / scheme for any reason, the Venue Lead must call 
them by phone and record this on the form. 

9. If the accident / incident has resulted in a non-minor injury (see definitions above), the parent 
carer must be informed in person or by phone before they receive the form. 

10. A photocopy of the form is filed confidentially at the club / scheme by the Venue Lead 
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11. The form should be given to the parent carer to sign and return as soon as possible. This may be 
the next session or, if the child/young person uses transport, a copy put in their bag for the 
parent carer to sign at home and return at the next session.  

12. A copy of the signed form should be emailed to the Senior Venue Lead or HR & Operations Lead 
if they are not available.  

13. For more serious accidents/injuries, the Venue Lead/Supervisor or nominated person will 
contact the parent carers again two (2) days later to check the condition of the child/young 
person and to report on the progress/findings of any investigation 

 
Important: The Venue Lead/Supervisor should contact the Senior Venue Lead, HR & Operations Lead 
or CEO immediately if at any time they believe further investigation is needed into an 
accident/incident or if they would like support / to talk through options. 
 
Accidents involving staff, volunteers, visitors or others: 
1. Accidents involving staff, volunteers or visitors should be fully recorded in the venue’s Accident 

Book 
2. A copy of the completed and signed Accident Form should be given to the individual 
3. A copy of the completed and signed Accident Form should be emailed to the Senior Venue Lead, 

HR & Operations Lead and CEO the same day 
4. For more serious accidents/injuries, the HR Advisor (for staff/volunteers), HR & Operations Lead 

(for visitors/others) or nominated person will contact the individual two (2) days later to check 
their condition and to report on the progress/findings of any investigation 

 
Review Process 
All accidents, incident and near misses should be reviewed by the staff team during the daily Debrief 
Meeting.  The Venue Lead/Supervisor should note any learnings or suggestions in the Debrief Book 
and add them to the Accident, Incident & Near Miss Form if appropriate. 
 

 Completed Accident, Incident & Near Miss Forms are reviewed by the Senior Venue Lead, HR & 
Operations Lead or CEO, who will decide whether further investigation and/or action is needed, 
e.g. a review of a child/young person’s Needs & Risk Assessment, staff training, 
resources/equipment.  

 They will also meet Extratime’s legal responsibilities around external reporting where 
appropriate.  (Ofsted, HSE, Charity Commission are notified of serious incidents). 

 All forms are confidentially stored electronically and logged in Extratime’s Health & Safety Log.  
 
Guidance on Completing Accident, Incident & Near Miss Forms 
All staff and volunteers are responsible for completing Accident, Incident & Near Miss Forms with 
care and to a high standard.  They are formal records that will be kept by Parent Carers and may be 
seen by our partners, professional organisations and, in the most serious cases, seen by the police 
and used in legal proceedings.   
 
Examples of properly completed Accident, Incident & Near Miss Forms are in Appendix 3.  Staff and 
volunteers are responsible for ensuring all forms are completed to the same standard and in line 
with the guidance below:   
 
 It is your responsibility to ask for help if you need it.  We will support you in building your skills 

and confidence in completing these forms 
 Only record the facts – before you start writing make sure you are clear on:  

 What happened? 
 When? 
 Where? 
 Who was involved? 
 How did it happen? 
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 Only use blue or black pen 
 Ensure your handwriting can be easily read.  Ask a colleague to help if you think this is a 

problem, e.g. they can write down what you say 

 Use everyday language and avoid jargon or slang. If you are using terminology from the ‘Just 
Right’ programmes (e.g. ‘fizzy’ or ‘in the orange/red), you must expand on your meaning so all 
colleagues and external stakeholders (e.g. Ofsted, HSE, Charity Commission) can also 
understand.  

 Check your spelling/punctuation 
 Provide as much detail as possible.  What do any injuries look like?  Where is it?  Size, texture, 

colour?  Be as specific as you can.  It’s fine if you need to use more paper, attach securely 
 Use a Body Map to record details/locations of injuries (Appendix 2) 
 Check you’ve completed every section and signed/dated the form 
 Complete a separate form for each child/young person involved 
 Do not name other children/young people in the form 
 
Writing About Behaviour 
The diverse needs to children and young people at Extratime’s means that behaviour which may be 
described as ‘challenging’ is usually a child or young person’s response to internal and external 
factors and their way of communicating and expressing themselves to those around them.    
 
It is important to be sensitive to this when we record incidents related to behaviour.  Focus on 
describing the specific behaviour (e.g. crying/self-injurious behaviour) and what has contributed to 
them feeling this way (e.g. anxious/frustrated).  Don’t use negative language (e.g. they were 
‘stroppy’, ‘in a bad mood’, ‘irritating another child’) or describe the behaviour as ‘difficult’ or 
‘challenging’.   
 
Document Version & Review: 
 

Date Written/Reviewed Version Number Written/Reviewed By Date Approved 

October 2009 1 Becky Jenner  

Reviewed Oct/Nov 2012  Zoe Anstey  

October 2015 2 Zoe Anstey  

Reviewed June 2020 3 Rebecca Jenkins  

Date of next review:  
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Appendix 1: Accident, Incident & Near Miss Form 

This form should be completed following any accident, incident or near miss involving children and young 
people.  It is the responsibility of the Venue Lead to ensure the form is accurately and fully completed by 
the staff member involved. As much detail as possible should be provided.  Completed forms should be 
passed to the Venue Lead/Supervisor for review.  Failure to properly complete this form may result in 
disciplinary action. 
 

SECTION 1: PLAY / YOUTH WORKER (or Venue Lead as appropriate) 

Child/Young Person’s full name: 
 

Venue Name:  
 

Form completed by: (full name) 

 
 

Was this? (please tick) 
Accident / Incident / Near Miss  

Where exactly did it occur: 
 

When (date and time) did it occur:  
 

Description of the accident/incident/near miss (what happened, what caused/contributed to it, name/s of 

any other staff/volunteers who were present/witnessed it, what action was taken, how was the child/young 
person after. Use more paper if needed). 
 
  

Was any harmful/dangerous behaviour involved? 
If Yes, describe the behaviour and whether anyone else 
was impacted/harmed by it 

YES /NO   
 

Was this an incident where physical intervention 
needed? Please refer to definition. If Yes, describe 

exactly what physical intervention was carried out and 
who was involved (use more paper if needed) 

 

YES /NO   
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Did any injury occur? 
If Yes, describe the injury (location, size, colour, any 
bleeding/fluids)  You must also complete a Body Map 
NB: If appropriate a photo of an injury may be taken 
using the club / Extratime phone. Do not include the 
child’s face or anything that can identify them. Photo 
must only be shared with management team and must 
be stored securely 

YES / NO 
 

Was any First Aid given?   (includes cold 
compress, plasters) 
If Yes, provide details and name of the First Aider 

YES / NO  
 

Has the parent carer be contacted by phone? 
Outcome of call? 
 

YES  / NO 

SECTION 1 SIGNATURE: 
 I confirm that this is an accurate record of the incident/accident/near miss 

Full Name: 
 

Signed: 
 

Date: 
 

SECTION 2: PARENT CARER: I confirm that I have been informed about the accident, incident or near 
miss and the action taken 

Parent Carer Name: Signed: Date: 

SECTION 3 : VENUE LEAD/SUPERVISOR 

Please record: 
Details of phone call to inform parent carer of accident, incident or near miss (date/time of call, who 
you spoke to, notes of discussion, any further action agreed) 
Primary cause of accident/incident/near miss and any other additional information 
What can be done to avoid this happening again? (Include notes/suggestions from discussion in 
debrief meeting) 
Actions undertaken, recommended or required 
 
 
 
 
 
 
 
 
 
 
 

SECTION 2: VENUE LEAD SIGNATURE: 
 I confirm that this is an accurate record of the incident/accident/near miss 

Full Name: 
 

Signed: 
 

Date: 
 

 

EMAIL COMPLETED FORM TO SENIOR VENUE LEAD 
For Office Use: 

Reviewed by/date:  Further action needed? Yes  /  No 

Date added to H&S Log:  Date saved to CYP file:  
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Appendix 2: Body Map 
This should be used alongside the Accident, Incident & Near Miss Form to record details of any injuries. 
 

Child or Young Person’s name:  

Date of Birth:  

Venue Name:  

Venue Lead Name: (print name and sign)  

Form completed by: : (print name and sign)  

Date and time:  

 
The Body Map should be used to document and illustrate visible signs of harm and physical injuries. Examples 
include: bruises, cuts, pressure ulcers, red areas, scalds and burns, swellings, ulcerations and wounds. The size 
and colour should be also indicated on the body map.  

 
 
Mark the site of the injury on the diagram and provide full details/description on the notes page overleaf.   
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Notes: Describe any injuries (location, size, colour, any bleeding/fluids)   

 
 

 

EMAIL COMPLETED FORM TO SENIOR VENUE LEAD 
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Appendix 3:  

SECTION 1: PLAY / YOUTH WORKER (or Venue Lead as appropriate) 
 

Child/Young Person’s full name: 
Charlie Jones 

Venue Name:  
Hill Park ASC 

Form completed by: (full name) 

Bonnie Howard 
Was this an accident, incident or near miss:  

Accident  /  Incident  /  Near Miss 

Where exactly did it occur: 
In reception, in front of the door next to the 
corridor entrance 

When (date and time) did it occur:  
2.30pm Wednesday 22nd July 2020 

Description of the accident/incident/near miss (what happened, what caused/contributed to it, name/s of 

any other staff/volunteers who were present/witnessed it, what action was taken, how was the child/young 
person after. Use more paper if needed). 
 
Charlie was sitting on floor when C ran through the door and bumped into him. Charlie screamed as C 
accidentally trod on his hand. 
 
I was with him in reception. At first there were no other staff present, then Annie arrived immediately 
behind C. 
 
Charlie had been sitting on the chair.  I think Charlie slid off the chair just as I turned round to see what 
the noise was when I hear C running down the corridor. 
 
One minute Charlie was on the chair, the next he was on the floor crying. 
 
I picked him up to move his away from the door and comforted him until he stopped crying. This took 
about 10-15 minutes. 
 
His left index finger and thumb were red. He was shocked to begin with but cheered up enough to 
return to the playroom. 
 
I checked on his hand again at about 3.15pm and it was still red and looks like a bruise is developing on 
his thumb and the back of his hand. He was quieter than usual but no longer sad. 

Was any harmful/dangerous behaviour 
involved? 
If Yes, describe the behaviour and whether 
anyone else was impacted/harmed by it 

YES / NO   
C running down the corridor. No-one else was impacted 
or harmed 

Was physical intervention needed?                  
If Yes, describe exactly what physical 
intervention was carried out and who was 
involved ( if you need to use more paper) 

Please refer to definition  

YES / NO   

Did any injury occur? 
If Yes, describe the injury (location, size, colour, 
any bleeding/fluids)  You must also complete a 
Body Map 
NB: If appropriate a photo of an injury may be 
taken using the club / Extratime phone. Do not 
include the child’s face or anything that can 
identify them. Photo must only be shared with 
management team and must be stored securely 

YES / NO  
Charlie’s left finger and thumb are red for about 30 
minutes and a bruise is developing. Nothing else – see 
body map. 
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Was any First Aid given?   (includes cold 
compress,  plasters) 
If Yes, provide details and name of the First 
Aider 

YES / NO 

Has the parent carer be contacted by 
phone? Outcome of call? 
 

YES  / NO 

SECTION 1 SIGNATURE: 
 I confirm that this is an accurate record of the incident/accident/near miss 

Full Name: 
Bonnie Howard 

Signed: 
Bonnie Howard 

Date: 
22.7.20 

PARENT CARER: I confirm that I have been informed about the accident, incident or near miss and the 
action taken 

Parent Carer Name: 
Carol Jones 

Signed: 
Carol Jones 

Date: 
22.7.20 

SECTION 3: VENUE LEAD/SUPERVISOR 

Please record: 

 Details of phone call to inform parent carer of accident, incident or near miss (date/time of call, who 

you spoke to, notes of discussion, any further action agreed) 
 Primary cause of accident/incident/near miss and any other additional information 
 What can be done to avoid this happening again? (Include notes/suggestions from discussion in debrief 

meeting) 

 Actions undertaken, recommended or required 
 
At 3pm I called Rachel, Charlie’s mum, to explain what happened. I reassured her that Charlie was ok but 
that we wanted her to know as he was upset. 
 
She was on her way to collect him anyway, but was understanding that it was an accident 
 
Although this was an accident, the team have discussed how we need to avoid children being in 
reception when C is at club as this is something he does. Preventing C from entering the reception area 
is likely to cause him distress to best to keep the reception area clear instead. 
 
This will be shared at debrief meetings all week to make sure all staff know this. We will also update C’s 
Needs and Risk Assessment  
 

SECTION 2: VENUE LEAD SIGNATURE: 
 I confirm that this is an accurate record of the incident/accident/near miss 

Full Name: 
Lauren Weeks 

Signed: 
Lauren Weeks 
 

Date: 
22.7.20 
 

EMAIL COMPLETED FORM TO SENIOR VENUE LEAD 
For Office Use: 

Reviewed by/date: Jane Mitchell 24.7.20 Further action needed? No 

Date added to H&S Log: 24.7.20 Date saved to CYP file: 24.7.20 
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Appendix 2: Body Map 
This should be used alongside the Accident, Incident & Near Miss Form to record details of any injuries. 
 

Child or Young Person’s name: Charlie Jones 

Date of Birth: 2.2.2008 

Venue Name: Portslade Youth Scheme 

Venue Lead Name: (print name and sign) Lauren Weeks 

Form completed by: : (print name and sign) Bonnie Howard 

Date and time: 22.7.20 – 5pm 

 
The Body Map should be used to document and illustrate visible signs of harm and physical injuries. Examples 
include: bruises, cuts, pressure ulcers, red areas, scalds and burns, swellings, ulcerations and wounds. The size 
and colour should be also indicated on the body map.  

 
 
Mark the site of the injury on the diagram and provide full details/description on the notes page overleaf.   
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Notes: Describe any injuries (location, size, colour, any bleeding/fluids)   

 

Charlie’s left index thumb has a red mark approx. 2cm long and 1 cm wide. A bruise is developing on the 
back of his hand (green / purple mark approx. same size as red mark.)  

 

EMAIL COMPLETED FORM TO SENIOR VENUE LEAD 
 


