
Reportable Incident Policy 

In the case of any injury/illness in the facility the staff at R&D Treehouse daycare will 

immediately notify a parent or emergency contact if, while under the care or supervision 

of the staff or the lincensee. The child will be taken to the nearest emergency location 

for medical attention. 

The licensee is also to notify the Licenseing Officer within 24 hours of the incident. After 

the Licensing Officer has been notified the licensee will fill out 'A Reportable Incident' 

form. If there is not enough space on the form we will attach a supplementary page. 

However, if the incident requires immediacy we will contact the Licensing Officer first 

and fill out the form within 24 hours of time frame.  

The witness,either the licensee (myself) or any other staff member will try to fill out the 

Incident Form as soon as possible, as the memory will be fresh and alert and the details 

will be first hand. 

In addition to The Reportable Incidents our facility also has a daily log in which we note 

the non urgent incidents, which includes a description of minor incident/accidents in the 

facility during the day which do not require any medical attention. But will be always 

mentioned to the parents/guardians at pick-up times. 

The following information will be included on the Reportable Incident form, to ensure 

that it provides the details needed for proper assessment. We will; 

• Provide as much descriptive detail as possible ( who, what, when, how, where, 

why) 

• Note the sequence of the events that led to the incident and identifying any 

precipitating factors that may have contributed.  

• Describe the strategies that were implemented to mitigate the circumstances. 

• Describe the immediate response steps that were taken as well as the safety 

measures, corrective and preventative actions that were put into place as a 

result. 

• Note that persons that were notified. 

• Include the current status of the person who was adversely affected. 

 

 


