
 

INCIDENT INVESTIGATION AND 
REPORTING POLICY 

Purpose 
The purpose of this policy is to outline how the Brisbane Montessori School (School) communicates 
information on incidents to the Board of Directors and external regulatory bodies. 

Scope 
This policy applies to the staff involved in the collection of information regarding health and safety incidents at 
the School, with additional reporting requirements for some incidents in Children’s House and Outside School 
Hours Care. 

Approving Body 
Brisbane Montessori School Board of Directors  

Point of Contact 
Board Chair 

Policy 
• In the event of serious injury or serious illness, a dangerous incident, dangerous electrical event or 

serious electrical incident:   
— the relevant Government safety authorities must be notified immediately; 
— the Board Chair must be notified immediately. 
— the scene of the incident must not be interfered with. There are some exceptions, such as when it is 

necessary to save a life, relieve suffering, prevent injury to a person or to prevent property damage. 
• Extra external reporting is required in the following circumstances for Children’s House and Outside 

School Hours Care: 
o Early Childhood Education and Care, of the Department of Education, Training and 

Employment (Queensland), must be notified within 24 hours of: 
§ A serious incident at the service; 
§ The death of a child; 
§ Any incident that requires the service to close or reduce the number of children 

attending the service for a period; 
§ Any circumstances at the service that poses a significant risk to the health, safety or 

wellbeing or a child attending the service; and 
§ The education and care being provided by the service for extra child/ren due to an 

emergency. 
• In the event of a medical incident, the matter will be investigated and reported to the Board at the 

monthly meetings. 
• In the event of first aid and near miss events, trends of such incidents will be reported to the Board in a 

summary format at the monthly meetings. Identifying the mechanism of injury (i.e. fall, fall from height, 
scald etc.), frequency and a year to date figure. 

• External reporting will occur as per the Table at the end of the policy. 
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• Extracurricular activities that are held on the school grounds under agreement between parents and an 

outside organization, fall under the supervision and responsibility of that organization e.g. tennis, along 
with the parents. 

• Records must be kept for at least 3 years and in accordance with record keeping practices at Brisbane 
Montessori School.  Records include the Incident File; Accident/Injury Report Form and the Incident/Near 
Miss Investigation Form.  

 

Relevant Definitions 
A serious injury or serious illness  
• an injury or illness requiring the person to have immediate treatment as an in-patient in a hospital for: 

— the amputation of any part of his or her body 
— a serious head injury 
— a serious eye injury 
— a serious burn 
— the separation of his or her skin from an underlying tissue (such as degloving or scalping) 
— a spinal injury 
— the loss of a bodily function 
— serious lacerations or 

• medical treatment (treatment by a doctor) within 48 hours of exposure to a substance 
• any infection to which the carrying out of work is a significant contributing factor, including any infection 

that is reliably attributable to carrying out work with micro-organisms; or 
— that involves providing treatment or care to a person; or 
— that involves contact with human blood or body substances; or 
— that involves handling or contact with animals, animal hides, skins, wool or hair, animal carcasses or 

animal waste products. 
• the following contracted in the course of work involving the handling or contact with animals, animal hides, 

skins, wool or hair, animal carcasses or animal waste products: 
— Fever 
— Anthrax 
— Leptospirosis 
— Brucellosis 
— Hendra virus 
— Avian influenza 
— Psittacosis 

 
A serious incident in Children’s House and Outside School Hours Care  
In accordance of section 12 of the Education and Care Services National Regulation, means for the purpose of 
section 174(5) of the Education and Care Services National Law Act, the following are prescribed as serious 
incidents: 

a) the death of a child— 
i. while being educated and cared for by the school; or 
ii. following an incident while being educated and cared by the school 
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b) any incident involving serious injury or trauma to, or illness of, a child while being educated and 

cared for by the school— 
i. which a reasonable person would consider required urgent medical attention from a registered 

medical practitioner; or 
ii. for which the child attended, or ought reasonably to have attended, a hospital; 

 
c) any incident where the attendance of emergency services at the school premises was sought, or 

ought reasonably to have been sought; 
d) any circumstance where a child being educated and cared for by the school— 

i. appears to be missing or cannot be accounted for; or 
ii. appears to have been taken or removed from the education and care service premises in a 

manner that contravenes these Regulations; or 
iii. is mistakenly locked in or locked out of the education and care service premises or any part of 

the premises. 
 
A dangerous incident is an incident in relation to a workplace that exposes a worker or any other person to a 
serious risk to a person's health or safety emanating from an immediate or imminent exposure to: 
• an uncontrolled escape, spillage or leakage of a substance 
• an uncontrolled implosion, explosion or fire 
• an uncontrolled escape of gas or steam 
• an uncontrolled escape of a pressurised substance 
• electric shock that is not a serious electrical incident or a dangerous electrical event 
• the fall or release from a height of any plant, substance or thing 
• the collapse, overturning, failure or malfunction of, or damage to, any plant that is required to be 

authorised for use in accordance with the regulations 
• the collapse or partial collapse of a structure 
• the collapse or failure of an excavation or of any shoring supporting an excavation 
• the inrush of water, mud or gas in workings, in an underground excavation or tunnel 
• the interruption of the main system of ventilation in an underground excavation or tunnel. 

A dangerous electrical event  is any of the following: 
• the coming into existence of circumstances in which a person is not electrically safe, if  

— the circumstances involve high voltage electrical equipment; and  
— despite the coming into existence of the circumstances, the person does not receive a shock or 

injury;  
• the coming into existence of both of the following circumstances  

— if a person had been at a particular place at a particular time, the person would not have been 
electrically safe;  

— the person would not have been electrically safe because of circumstances involving high voltage 
electrical equipment; 

• an event that involves electrical equipment and in which significant property damage is caused directly by 
electricity or originates from electricity; 

• the performance of electrical work by a person not authorised under an electrical work licence to perform 
the work; 

• the performance of electrical work by a person if, as a result of the performance of the work, a person or 
property is not electrically safe;  
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• the discovery by a licensed electrical worker of electrical equipment that has not been marked as required 
under the Act.  

A serious electrical incident is an incident involving electrical equipment if, in the incident 
• a person is killed by electricity; or 
• a person receives a shock or injury from electricity, and is treated for the shock or injury by or under the 

supervision of a doctor; or 
• a person receives a shock or injury from electricity at high voltage, whether or not the person is treated for 

the shock or injury by or under the supervision of a doctor.  

Medical incident is an incident requiring the person to receive 'medical treatment' by a registered medical 
practitioner, treatment by a paramedic or treatment by a registered nurse practitioner. 

First aid incident is an incident requiring a person to receive first aid. 

Near miss is an incident that could have resulted in injuries to the person, requiring medical or first aid 
treatment e.g. cut to face from projectile, fall from a height. 

Relevant Legislation and Authorities 
Work Health and Safety Act 2011 
Electrical Safety Act 2002  
Electrical Safety Regulation 2002 
http://www.justice.qld.gov.au 
Work Health and Safety Act 2011 
Education and Care Services National Law Act 2010 
Education and Care Services National Law Act 2010 
Education and Care Services National Regulations 2011: Regulations  85, 86, 87, 168(2)(b), 170, 171, 172, 
175, 176, 177, 181, 183, 184 
National Quality Standard: Quality Area 2 – Standard 2.1.4 
Staying Healthy (5th ed.) 
Australian Privacy Principles 
 
Accessibility and Awareness 
The Board Chair will ensure that accessibility and awareness of the Policy is made available: 
• to each Board Member, on induction; 
• to each new staff member, in the Staff Handbook or on the fileserver; 
• to staff, families and students by its display on the school website;  
• to agreed contractors. 

Responsibilities 
School 

• manage an incident, injury or trauma 
• notify parents as soon as practicable, or within 24 hours, if their child is involved in any incident, 

accident, injury or trauma at school 
• notify Early Childhood and Care within 24 hours or other external body if required 
• raise awareness of appropriately responding, recording, reporting and monitoring to staff 
• keep an incident, injury or near miss record for any incident, injury or trauma at the school 
• investigate incidents, injuries and near miss events to identify hazards and HSE improvement 

opportunities. 
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Board 

• monitor reports made to the Board 
 

Parent/student responsibilities 
• report near misses or incidents to the school 

 
Review 
The School will ensure that the Policy is reviewed every two years or as changes in legislation deem it 
necessary. 

 

External reporting – This is completed by the Principal or Business Manager  

Witness details Report to: Timeframe: 
Serious incidents involving a 
death (fatality) or a serious 
injury or illness 

1. Workcover QLD 
1300 362 128 

2. Insurer AON 3447 2197 
3. Office for ECEC 

1. Immediately 
 

2. Within 48 hours 
3. Within 24 hours 

Serious incidents involving 
injury or illness to non-
workers at your workplace 

1. Workcover QLD 
1300 362 128 

2. Office for ECEC 
 

1. Immediately 
 

2. Within 24 hours 

Other incidents involving an 
injury or illness where 
workers compensation is 
payable 

1. Insurer AON 3447 2197 1. Within 48 hours 

Notification of complaints, 
incidents and additional 
children in an emergency 
Form NL 0I 

1. ACECQA Office for Early 
Childhood Education and 
Care 

 

1. Within 24-48 hours 

 


