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ESTABLISHING AN INJURY/ILLNESS MONITORING SYSTEM


ESTABLISHING AN INJURY/ILLNESS MONITORING SYSTEM
(Optional Tool)

Developing injury/illness tracking logs is just the first step in creating a monitoring system.  Regular review of the log that will enable you to identify health and safety concerns, patterns, program structural problems, staffing issues etc. that may be contributing to the injuries and illnesses that occur within your program.  The tracking system will not only help you to identify problems that need to be corrected, but it will also provide you with information that can be used to engage in preventive action planning.  This is the ultimate goal, to eliminate preventable injuries and illnesses before they occur!

Step 1:
Develop, or select from existing samples, a tracking tool to record all injuries and illnesses that occur
The tool should include essential information such as…

· The date and time injury/illness occurred.

· The specific location (outdoors, indoors, room, area of the room)

· Child/children involved

· Teacher(s) present

· Description of the injury/illness

· Identification of possible contributing factors

· Preventive action to be taken 

· Corrective action to be taken

· Preventive/corrective action plan completion dates

Step 2:
Determine who is responsible for recording injuries/illnesses on the tracking logs
Things to consider: 

· Are there reasons why you would/would not want the same person who is responsible for completing an incident report to record the incident on the tracking log?

· Should incident reports be submitted by the direct care staff and then recorded on the tracking log by a supervisor or director?

· Will entries on the tracking log be based on written reports or verbal interviews with the person(s) involved?
Step 3:
Determine who is responsible for reviewing the injury/illness tracking logs
The log should include a place to record review dates and signature of reviewer.

Step 4:
Establish regular schedule to review of the injury/illness tracking logs
Things to consider:  How frequent do injuries and illnesses occur?  If the frequency is high, you may want to review the tracking log more frequently; i.e. once a week until the number of incidents drops significantly and remains at a low or non-existent level.  If the frequency of incidents is low, then a once a month review might be sufficient.

Step 5:
Determine who is responsible for preventive and corrective action planning
Things to consider:  
· Does the direct care staff have the necessary skills/knowledge to independently develop action plans to address concerns?  If not, it is recommended that a supervisor facilitate the action planning process with the direct service staff actively involved.  Either way, the action plan should be submitted to a supervisor for final approval.

· Action plans should include:

· Date of development

· Details of the area in need of improvement

· Details of action plan

· Person(s) responsible

· Target date

· Completion date

· Everyone is responsible for health and safety of the children.  In many situations, immediate steps need to be taken and recorded.
Step 6:
Determine who monitors implementation, progress and completion of action plans
Someone must be responsible for seeing that the action plans developed are not just carried out through completion, but are also maintained on a consistent basis.

Step 7:
Meet with staff to introduce the injury/illness tracking system
Upon completion of steps 1 thru 6, Supervisor, Director or Administrator should meet with staff to discuss the injury/illness tracking system.  The discussion should include rationale for the system (why is it important), introduction to the tools, review of roles and responsibilities and an opportunity for staff input, questions, etc.   

Step 8:
Establish written procedures for the injury/illness tracking system 
Written procedure that identifies who is responsible for each step in the process should be established.   (Note:  You may identify persons responsible for each step by name, or you might simply identify them by title; i.e. The Lead Teacher in each classroom will be responsible for. . .)
Step 9:
Distribute copy of written procedures to all staff 

Written procedures should be given to all staff in some format, and information about the injury/illness tracking system should be added to your policy and procedure manual.

Step 10: Implement the injury and illness tracking system   

Once implementation has begun, the system should be evaluated periodically and revised as warranted.

Instructions:  As you are monitoring the illnesses in your facility, you should consider the following:
	What to Monitor
	If You See…
	What it Might Indicate

	How often does illness occur?
	Frequent illness
	· The environment is unhealthy; i.e. not regularly cleaned and sanitized (including toys, equipment, floors, carpeting, eating containers/utensils etc.) 

· Heating/Ventilation system is inadequate, not allowing for the circulation of fresh air or warm heat during colder months.

· Health/ hygiene practices for reducing the spread of germs are inconsistent, i.e. regular hand washing, appropriate diapering and toileting procedures, the use of universal precautions, etc. 

	When does illness occur?
	Illness occurring more frequently at a specific time of year
	· Seasonal influences; i.e. cold and flu season during the winter months.

· Children not being adequately dressed for seasonal changes.

· A specific disease or ailment spreading within the larger community; i.e. a sudden rise in the incidents of whopping cough.

	Where does illness occur?
	More frequent illness happening in a specific classroom
	· The classroom is not being adequately cleaned and sanitized.

· Teachers are not consistent in the implementation of health/hygiene practices to reduce the spread of germs.

· An environmental concern that is specific to this classroom; i.e. poor insulation allowing air to enter and create a draft, a broken thermostat preventing climate control.

	Who is becoming ill?
	The same child becoming ill frequently
	· The child has health concerns that need to be investigated further.

· The child has a medical condition that requires treatment and/or special consideration; i.e. the child has asthma and experiences respiratory distress when exposed to dust, perfumes, or other strong chemicals.

· The child is not being adequately dressed for the weather.

	Who is supervising when children become ill?


	The children assigned to a specific teacher becoming ill more frequently than other children
	Primary caregiver . . . 

· is inconsistent in implementing health and hygiene practices to reduce the spread of germs.

· has personal health concerns that are impacting the health of children.

· is wearing something that children are having an adverse reaction to; i.e. strong perfume.

· is exposing children to unhealthy conditions; i.e. taking children outdoors when the weather is too cold.

· is inadequately controlling the temperature in the room; i.e. turning the air conditioning up too high or turning the heat down too low to suit his or her own personal preferences.

	Unexplained illness
	Sudden onset of vomiting, stomach, or headache complaints from children and or staff . . . 

OR

Sudden out break of symptoms such as rash, fever, diarrhea, etc.
	· A problem with food contamination.

· A childhood illness has been introduced into the environment; i.e. chicken pox, mumps, measles, etc. 

· A virus has been introduced into the environment.

· A problem with an environmental hazard, possibly requiring emergency action; i.e. leaking gas or carbon monoxide. 


ILLNESS TRACKING / PLAN OF ACTION
· Staff will complete illness reports.  Details are documented and parent is contacted (if necessary).  Staff never should wait until the end of the month to make obvious corrections.
· The lead teacher will share an individual incident report with parent at time of pick-up and obtain signature of parent as acknowledgment of incident. 

· The lead teacher will log the incident into the illness tracking log.

· At the end of the month, the lead teacher will submit the log to the Director/Administrator.

· The Director/Administrator reviews the illness log at least monthly. 

· The Director will note any patterns/trends (time, room, staff, equipment, routines, etc.). 

· If trend is determined
· Review classroom/outside environment to determine cause(s) of trend. 

· Speak with Staff involved.

· Provide training or mentoring as needed. 

· Seek technical assistance if needed. 

· Create a timeline for change


· Implement change.

· Re-evaluate changes to determine effectiveness. 

· If ineffective, repeat the process again. 

	Date/
Time
	Type of Illness
	Child(ren) Involved
	Possible Contributing Factors
	Preventive/Corrective Action Plan (please indicate when notified Health Consultant)
	Staff

Initials

	1/1/06  10:00 AM
	Asthma Episode - Respiratory Distress
	Mary Green
	Strong scent of new cleaning solution present in the classroom.
	Return to the exclusive use of bleach/water cleaning solution, 1/2/06.
	ABC

	
	
	
	
	
	


Lead Teacher’s Name:
 Classroom:
 Month/Year:


Director Review:
 Review Date:


	Date/ Time
	Type of Illness
	Child(ren) Involved
	Possible Contributing Factors
	Preventive/Corrective Action Plan (please indicate when notified Health Consultant)
	Staff
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Instructions:  As you are monitoring the injuries and accidents in your facility, you should consider the following:

	What to Monitor…
	If You See…
	What it Might Indicate…

	How often do injuries occur?
	Frequent injuries
	· The environment is unsafe.

· The amount of space is inadequate.

· Supervision of children is inadequate.

· Child/staff ratios are too high.

· Children are not engaged in constructive activity.

	When do injuries occur?
	Injuries occurring at the same time of day
	· Inadequate staffing for the number of children at this time.

· Inappropriate activity going on at this time of day.

· Children not engaged in constructive activity.

· Teachers not actively involved with children during this time period.

	Where do injuries occur?
	More frequent injuries happening in a specific classroom.
	· Classroom contains safety hazards.

· Inadequate supervision.
· Problems with curriculum planning.
· Problems with classroom management.
· Skill level of teachers does not adequately meet the demands.

	Where continued…
	Frequent injuries occurring outdoors
	· The outdoor environment and/or equipment is unsafe.

· The outdoor equipment is not age appropriate.

· Supervision is inadequate; i.e. teachers socializing instead of supervising.

· Outdoor play activities are chaotic, not planned.

	Who is getting hurt?
	The same child being injured frequently
	· Child has developmental concerns; i.e. difficulty with balance and coordination, that need to be investigated more closely.

· Child has challenging behaviors that indicate some emotional distress or other concern.

· Child is the victim of another child’s attacks.

· Child is very active and needs to learn constructive ways to release excessive energy.

· Child frequently engages in risky behaviors (which may or may not be attention-seeking) that need to be investigated further.

	Who is supervising when injuries occur?
	Frequent injuries occurring under a specific teacher’s watch
	· Teacher may have too many children to manage.

· Teacher may have inadequate supervision or classroom management skills.

· Teacher may not understand the importance of “active” supervision.

· Teacher may need training and closer supervision.

· Teacher may be overwhelmed, either by children or preoccupation with personal issues.


INJURY TRACKING / PLAN OF ACTION
· Staff will complete injury reports.  Details are documented and parent is contacted (if necessary).  Staff never should wait until the end of the month to make obvious corrections.
· The lead teacher will share an individual incident report with parent at time of pick-up and obtain signature of parent as acknowledgment of incident. 

· The lead teacher will log the incident into the illness tracking log.

· At the end of the month, the lead teacher will submit the log to the Director/Administrator.

· The Director/Administrator reviews the injury log at least monthly. 

· The Director will note any patterns/trends (time, room, staff, equipment, routines, etc.). 

· If trend is determined
· Review classroom/outside environment to determine cause(s) of trend

· Speak with Staff involved

· Provide training or mentoring as needed

· Seek technical assistance if needed

· Create a timeline for change


· Implement change

· Re-evaluate changes to determine effectiveness.

· If ineffective, repeat the process again. 

	Date/ Time
	Location of Injury
	Child(ren) Involved
	Type of Accident/Injury Sustained
	Preventive/Corrective Action Plan
	Staff

Initials

	1/1/06 11:30 AM
	Playground
	Billy Williams
	Fell from slide and sustained a cut on his forehead.
	Established new rules for slide (must come down feet first).  Established adult supervision assignments for all outdoor equipment 1/2/06.
	ABC

	
	
	
	
	
	


Lead Teacher’s Name:
 Classroom:
 Month/Year:

Director Review:
 Review Date:
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	Type of Accident/Injury Sustained
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