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Procedure:  

1. All incidents while in our care will be classified into three levels:  

a. Level 1 (L1): Minor scrapes, scratches, bumps, vomiting, bloody nose, splinters, etc.   

b. Level 2 (L2):  Broken bones; severe bleeding; calling 911; loss of consciousness, head injuries 

(bumps/bruises/lacerations); facial scratches/bumps/bruises/lacerations; Bee stings;  Bites- 

broken skin or bruising; any incident where a child may receive follow up medical treatment 

(urgent care, emergency room, stitches, facial glue, staples, etc.); ingesting a potentially toxic or 

other unsafe substance; foreign objects placed in body cavities such as nose or ear. 

c. Level 3 (L3): Incidents that are “child-to-child”, “child-to-adult”, “child-to-environment” 

(classroom equipment), “child-to-self” and physical restraint. A child’s action that results in an 

injury of another child or an adult.   

2. Employees who witness an incident will respond in accordance with the guidance noted on the Level 1 & 

2 Child Accident and Injury Report and/or Level 3 Child Behavioral Incident Report form, and will 

complete this form as soon as possible, and no later than the end of the class day in which the incident 

occurs. If necessary, the Head Teacher or Assistant Teacher can complete the form in lieu of the observer.  

If physical restraint of a child is required, staff must indicate this action on the Child Behavioral Incident 

Report form, as well as complete a Physical Restraint Report.   

3. Incident reports must be filled out completely, and Head Teachers will enter the information for Level 1 

incidents into ChildPlus at the end of class. After ChildPlus entry is complete, the incident reports will be 

submitted to the Site Supervisor (SS) on the day of incident. Level 2 and 3 incidents will be submitted to 

the SS at the end of class, and SS will complete ChildPlus entry for Level 2 and 3 Incidents. The staff 

member acting as the Teacher for the class day will ensure that child incident reports are filled out and 

that parents are notified of any incident involving their child.   

4. The Site Supervisor (SS) will review, verify, and enter the information from the incident report into  

ChildPlus, and follow the document routing procedure noted on the Level 1 & 2 Child Accident and  

Injury Report and/or Level 3 Child Behavioral Incident. Physical restraint incidents require a Head 

Teacher or SS to enter the information into ChildPlus. The Education Services Manager (ESM) for the 

site will be notified when a restraint occurs. (See Physical Restraint Procedure for more information).   

5. In the event of a health emergency that requires rapid response, staff (trained in CPR/First Aid, AED 

operation) will follow protocols based on the severity of the incident. This includes, but is not limited to: 

a. First aid assessment  

b. Practicing universal precautions  

c. Control of bleeding  



d. Performing CPR  

e. Calling emergency medical services  

Incident Follow-Up:   

1. Level 1 Incidents will be monitored for trends by the SS, ESM, and Child Development Director via the 

Manage by Information monthly reporting and analysis process.   

2. Teachers will ensure that parents receive appropriate and ongoing communication about incidents 

involving their children in a manner that is relationship-based, empathetic, responsive, and solution 

focused.   

3. SSs will report Level 2 Incidents to the ESM, Child Development Services Director, Early Childhood 

Nurse, and Health Services Manager on the day the incident occurs. Immediate safety concerns will be 

addressed by the appropriate Director or Manager. The Early Childhood Nurse may determine an 

appropriate return to school based on the Return to School Procedure.  

4. Level 3 Incidents require appropriate interventions, which will be discussed/developed during 

interdisciplinary meetings, such as: Mental Health Consultation meetings, supportive supervision 

sessions, and monthly CESD staffing meetings.   

  

   

Parent Notification:   

1. All documented incidents require CCCC staff to notify parents, using the Child Incident Notification Letter. 

The Child Incident Notification Letter must be completed (by the appropriate staff) and signed by the parent 

at the end of each class day. Staff will provide the parent with a copy of the signed Child Incident Notification 

Letter.  

2. If staff are unable to acquire a signature from the parent/guardian signature, staff must document the type of 

attempt on the Child Incident Notification Letter (i.e. phone call or email and the time).    

3. Additional communication will be provided to parents, depending on the level of incident:  

a. Level 2 Incidents-Head Injuries: Head injuries not resulting in a call to 911 (e.g. no loss of 

consciousness, and no obvious symptoms of concussion) require the “Head Injury Parent Letter” to 

be sent home at the end of each class.   

b. Level 2 incidents (as defined above) may require staff to call 911 and potentially apply extensive First 

Aid practices; parents must be notified immediately.   

c. Level 3 Incidents- (as defined above) require staff to call parents at the end of each class.   

  


