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1. Aims 

The aims of our first aid policy are to: 

 Ensure the health and safety of all staff, pupils and visitors 

 Ensure that staff and governors are aware of their responsibilities with regards to health and safety 

 Provide a framework for responding to an incident and recording and reporting the outcomes 

2. Legislation and guidance 

This policy is based on advice from the Department for Education on first aid in schools and health and 
safety in schools, and the following legislation: 

 The Health and Safety (First Aid) Regulations 1981, which state that employers must provide 
adequate and appropriate equipment and facilities to enable first aid to be administered to employees, 
and qualified first aid personnel 

 The Management of Health and Safety at Work Regulations 1992, which require employers to make 
an assessment of the risks to the health and safety of their employees 

 The Management of Health and Safety at Work Regulations 1999, which require employers to 
carry out risk assessments, make arrangements to implement necessary measures, and arrange for 
appropriate information and training 

 The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013, which 
state that some accidents must be reported to the Health and Safety Executive (HSE),  and set out the 
timeframe for this and how long records of such accidents must be kept 

 Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of 
accident records 

 The Education (Independent School Standards) Regulations 2014, which require that suitable space is 
provided to cater for the medical and therapy needs of pupils 

This policy complies with our funding agreement and articles of association. 

3. Roles and responsibilities 

3.1 Appointed person(s) and first aiders 

The school’s appointed first aid lead person is the School Operations Coordinator and is responsible for 
ensuring there are sufficient First Aid trained staff. 

First aiders are trained and qualified to carry out the role (see section 7) and are responsible for: 

 Taking charge when someone is injured or becomes ill 

 Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the 
contents of these kits 

 Ensure that an ambulance or other professional medical help is summoned when appropriate 

 Acting as first responders to any incidents; they will assess the situation where there is an injured or ill 
person, and provide immediate and appropriate treatment 

 Sending pupils home to recover, where necessary 

 Filling in an accident report on the same day, or as soon as is reasonably practicable, after an incident 
(see the template in appendix 2) 

 Keeping their contact details up to date 

Our school’s appointed person and first aiders are listed in appendix 1. Their names will also be displayed 
prominently around the school. 

 

 

https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made
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3.2 The governing board 

The governing board has ultimate responsibility for health and safety matters in the school, but delegate’s 
operational matters and day-to-day tasks to the Head Teacher and staff members. 

 

3.4 The School Operations Coordinator 

The School Operations Coordinator is responsible for the implementation of this policy, including: 

 Ensuring that an appropriate number of trained first aid personnel  are present in the school at all 
times  

 Ensuring that first aiders have an appropriate qualification, keep training up to date and remain 
competent to perform their role 

 Ensuring all staff are aware of first aid procedures 

 Ensuring appropriate risk assessments are completed and appropriate measures are put in place 

 Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that 
appropriate measures are put in place 

 Ensuring that adequate space is available for catering to the medical needs of pupils 

 Reporting specified incidents to the HSE when necessary (see section 6)  
 

3.5 Staff 

School staff are responsible for: 

 Ensuring they follow first aid procedures 

 Ensuring they know who the first aiders in school are 

 Completing accident reports (see appendix 2) for all incidents they attend to where a first aider  is not 
called  

 Informing the Head Teacher or their manager of any specific health conditions or first aid needs 

 

4. First aid procedures 
 

4.1 In-school procedures 

In the event of an accident resulting in injury: 

 The closest member of staff present will assess the seriousness of the injury and seek the assistance 
of a qualified first aider, if appropriate, who will provide the required first aid treatment 

 The first aider, if called, will assess the injury and decide if further assistance is needed from a 
colleague or the emergency services. They will remain on scene until help arrives 

 The first aider will also decide whether the injured person should be moved or placed in a recovery 
position 

 If the first aider judges that a pupil is too unwell to remain in school, parents will be contacted and 
asked to collect their child. Upon their arrival, the first aider will recommend next steps to the parents 

 If emergency services are called, parents will be informed immediately 

 The first aider will complete an accident report form on the same day or as soon as is reasonably 
practical after an incident resulting in an injury 
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4.2 Off-site procedures 

When taking pupils off the school premises, staff will ensure they always have the following: 

 A school mobile phone 

 A portable first aid kit  

 Information about the specific medical needs of pupils 

 Parents’ contact details 

The trip/visit leader will complete risk assessments prior to any educational visit that necessitates taking 
pupils off school premises. 
 

There will always be a nominated first aider on school trips and visits. 

5. First aid equipment 

A typical first aid kit in our school will include the following: 

 A leaflet with general first aid advice 

 Regular and large bandages 

 Eye pad bandages  

 Triangular bandages 

 Adhesive tape 

 Safety pins 

 Disposable gloves 

 Antiseptic wipes 

 Plasters of assorted sizes 

 Scissors 

 Cold compresses 

 Burns dressings 

No medication kept in first aid kits. 

First aid kits are stored in: 

 The medical room 

 Reception / in the main office 

 The school hall 

 All science labs  

 All design and technology classrooms 

 The school kitchens 

 Available from the Main Office to take on fixtures/trips in school vehicles 
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6. Record-keeping and reporting 

 
6.1 First aid and accident record book 

 An accident form will be completed by the first aider/relevant member of staff on the same day or as 
soon as possible after an incident resulting in an injury 

 As much detail as possible should be supplied when reporting an accident, including all of the 
information included in the accident form on Handsam 

 Records held in the first aid and accident portal on Handsam will be retained by the school for a 
minimum of 3 years, in accordance with regulation 25 of the Social Security (Claims and Payments) 
Regulations 1979, and then securely disposed of. 
 

6.2 Reporting to the HSE 

A will be kept on Handsam, of any accident which results in a reportable injury, disease, or dangerous 
occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7). 

The School Operations Coordinator will report these to the Health and Safety Executive as soon as is 
reasonably practicable and in any event within 10 days of the incident.  

Reportable injuries, diseases or dangerous occurrences include:  

 Death 

 Specified injuries, which are: 

o Fractures, other than to fingers, thumbs and toes 

o Amputations 

o Any injury likely to lead to permanent loss of sight or reduction in sight 

o Any crush injury to the head or torso causing damage to the brain or internal organs 

o Serious burns (including scalding)  

o Any scalping requiring hospital treatment 

o Any loss of consciousness caused by head injury or asphyxia 

o Any other injury arising from working in an enclosed space which leads to hypothermia or 
heat-induced illness, or requires resuscitation or admittance to hospital for more than 24 
hours 

 Injuries where an employee is away from work or unable to perform their normal work duties for more 
than 7 consecutive days (not including the day of the incident) 

 Where an accident leads to someone being taken to hospital 

 Near-miss events that do not result in an injury, but could have done. Examples of near-miss events 
relevant to schools include, but are not limited to:  

o The collapse or failure of load-bearing parts of lifts and lifting equipment 

o The accidental release of a biological agent likely to cause severe human illness 

o The accidental release or escape of any substance that may cause a serious injury or 
damage to health 

o An electrical short circuit or overload causing a fire or explosion 

Information on how to make a RIDDOR report is available here:  

How to make a RIDDOR report, HSE 
http://www.hse.gov.uk/riddor/report.htm  

  

 

 

 

http://www.hse.gov.uk/riddor/report.htm
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6.3 Notifying parents 

The first aider/relevant member of staff will inform parents of any accident or injury sustained by a pupil, and 
any first aid treatment given, on the same day, or as soon as reasonably practicable. 

6.4 Reporting to Ofsted and child protection agencies 

The Head Teacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil while in 
the school’s care. This will happen as soon as is reasonably practicable, and no later than 14 days after the 
incident. 

The Head Teacher will also notify local child protection agencies of any serious accident or injury to, or the 
death of, a pupil while in the school’s care. 

7. Training 

All school staff are able to undertake first aid training if they would like to.  

All first aiders must have completed a training course, and must hold a valid certificate of competence to 
show this. The school will keep a register of all trained first aiders, what training they have received and 
when this is valid until (see appendix 1). 

Staff are encouraged to renew their first aid training when it is no longer valid.  

8. Monitoring arrangements 

The School Operations Coordinator will review this policy every 2 years. 

At every review, the policy will be approved by the Head Teacher and ratified by Local Academy Committee 
Governors. 

9. Links with other policies 

This first aid policy is linked to the  

 Health and safety policy – found on our website under the policy section 

 

10. COVID19 First Aid advice 

 

First Aid Requirements  
This appendix supplements the existing first aid arrangements for the school.  
 
Specific considerations relating to management of first aid is covered in COVID-19 Guidance for all 
education settings.  
 

Safe Working arrangements  
Avoid close contact in the first instance. Consider where you may be able to instruct a person about what to 
do, or pass them items that they need in order to treat minor injuries. Stand at a distance if this is age-
appropriate.  
 
If someone is so badly injured or ill that they are unable to help themselves, it is even more important we 
step in and try to help if safe to do so. For example, not helping someone who is not responsive or not 
breathing will dramatically reduce their chance of survival but the risks to the first aider are low especially if 
good hygiene practices are followed.  
 
If a person has suspected COVID-19, wherever possible, ask them to move to a location away from others, 
direct them to main reception where an assessment can be made and parents notified to collect the student, 
in order to limit the risk of infection to others within the setting.  
 
Where a close contact response is needed (for symptomatic people), the following equipment is required:  

 Disposable gloves  

 Plastic apron  
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 Fluid repellent surgical mask  

 Disposable eye protection (where there is an anticipated risk of contamination with splashes, 
droplets of blood or body fluids) or ensure they are sanitised and stored separately for 72 hours 
before requiring use again. 

 Hand sanitiser  

 Two bin bags  

 Disinfectant wipes (for cleaning first aid box)  

 
Public Health have confirmed that PPE is not required for first aid for non-symptomatic people. 
 
Personal Protective Equipment (PPE) – to support previous guidance  
Storing PPE - PPE should be kept in a labelled box or bag with First Aid kits so that it is readily available and 
can be accessed quickly.  
 
Using PPE - Staff will be trained on how to safely put on and take off PPE. It is vital that any member of 
staff who uses PPE reads the national guidance (COVID-19 Personal Protective Equipment Guidance) and 
takes the time to familiarise themselves with the instructions for donning and doffing PPE.  
 
Removal of PPE - Remove PPE when close contact is no longer required by following the sequence for 
removal included within the guidance notes. It is critical that you do this in order to avoid self-contamination. 
You should not walk through the premises whilst wearing this. You can use hand-washing facilities after you 
have followed the PPE removal sequence, or hand sanitizer, where hand-washing facilities are not in close 
proximity.  
 
Cleaning - If you provided first aid to a symptomatic person, all surfaces that the person has come into 
contact with after they developed symptoms should be cleaned following the cleaning requirements, which 
are outlined in the specific guidance document for the school/setting that you work in. Additional cleaning is 
not required in areas where a symptomatic person has passed through and spent minimal time (e.g. 
corridors). If these are not visibly contaminated, they can be cleaned using the setting’s usual procedures.  
 
Clothing - You do not need to change your clothing, unless your clothing has become contaminated or 
soiled as a result of close contact but should change your clothing on arrival at home (after close contact or 
wearing PPE). Clothes should be washed separately from other household linen, in a load not more than half 
the machine capacity - at the maximum temperature the fabric can tolerate, then ironed or tumble dried.  
 
 
Staff Responsibilities  
Head Teacher must ensure that:  

 The requirements relating to the management of first aid outlined in COVID-19 Guidance for all 
education settings have been implemented.  

 The additional equipment that is specified within the ‘Safer Working Arrangements’ section is 
provided.  

 An adequate supply of PPE is available to enable first aiders to familiarise themselves with the 
equipment, or practice using it as required (for circumstances where they are not otherwise familiar 
with wearing PPE).  

 First aiders take time to practice the use of PPE prior to needing to use it.  

 First aiders do not fall into a clinically vulnerable group (unless a specific assessment has been 
carried out).  

 Discuss this guidance with first aiders and ensure that they understand the requirements included 
within it.  

 
First aiders must ensure that: 

 They familiarise themselves with the guidance and follow these requirements where it is possible to 
do so.  

 They undertake first aid duties applying the principles of social distancing and infection control as 
much as is possible.  

 Where close contact is required they follow the requirements for wearing PPE, specifically paying 
attention to the sequence for PPE removal in order to avoid self-contamination.  

 Ensure that the equipment is ready for use as part of their response arrangements.  
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Cardiopulmonary resuscitation  
If you need to perform cardiopulmonary resuscitation (CPR), you should conduct a risk assessment and 
adopt appropriate precautions to reduce the risk of virus transmission. It is acknowledged that you may not 
have had the opportunity to put on PPE.  
 
In adults, it is recommended that you do not perform rescue breaths or mouth-to-mouth ventilation; perform 
chest compressions only. Compression-only CPR may be as effective as combined ventilation and 
compression in the first few minutes after non-asphyxial arrest (cardiac arrest not due to lack of oxygen).  
 
The following steps are recommended:  

 Recognise cardiac arrest by looking for the absence of signs of life and the absence of normal 
breathing.  

 Do not listen or feel for breathing by placing your ear and cheek close to the patient’s mouth (unless 
you are wearing a fluid resistant mask). If you are in any doubt about confirming cardiac arrest, the 
default position is to start chest compressions until help arrives.  

 Make sure an ambulance is on its way. If the individual is suspected to have COVID-19, make the 
operator aware when you dial 999.  

 If there is a perceived risk of infection, first aiders should place a cloth/towel over the victim’s mouth 
and nose (unless the first aider is wearing a face mask) and attempt compression only CPR and 
early defibrillation until the ambulance arrives.  

 Put hands together in the middle of the chest and push hard and fast.  

 Early use of a defibrillator significantly increases the person’s chances of survival and does not 
increase risk of infection.  

 After performing compression-only CPR, all rescuers should wash their hands thoroughly with soap 
and water; alcohol-based hand gel is a convenient alternative. They should also seek advice from 
the NHS 111 coronavirus advice service or medical adviser.  

 Cardiac arrest in children is more likely to be caused by a respiratory problem (asphyxial arrest), 
therefore chest compressions alone are unlikely to be effective. If a decision is made to perform 
mouth-to-mouth ventilation in asphyxial arrest, use a resuscitation face shield where available.  

 
We do recognise that some first aiders will still choose to administer rescue breaths or instinctively 
respond in this way. This is a personal choice.  
 
 
 
First Aider Actions  

 If you have been in close contact with a person and/or have given mouth-to-mouth ventilation, there 
are no additional actions to be taken other than to monitor yourself for symptoms of possible COVID-
19 over the following 14 days.  

 Wipe down the first aid box after use using a disinfectant wipe.  

 Replace used PPE so that it is available for the next first aid event.  

 Follow your normal arrangements for recording first aid and checking stock.  
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Appendix 1: Fist aiders 

 Below is a list of qualified First Aiders 

 Please contact the nearest First Aider to the area you are in should an accident 
happen, in the first instance 

 Then, at the earliest opportunity, contact Reception to report the accident 

Please note:    We have a defibrillator in the office 

USUAL AREA OF SCHOOL NAME 
CONTACT 

NUMBER 
EXPIRY 

 

 

PE AREA 

 

 

Rhys Allen 210 20/11/22 

Becky Clark 221 23/09/23 

Lucie Belcher 254 05/12/23 

Alyn Meredith 222 tbc 

DRAMA Stacey Charles 221 tbc 

 

MAIN OFFICE 

Jackie Wodecki 263 20/11/22 

Karen Russo 212 23/04/24 

SCIENCE 

Veronika Postinikova 

(not Wednesday) 

216 23/09/2023 

Emma Gmajner 

 (not Fri) 

216 05/12/23 

SLT OFFICE AREA John Hopkins 255 11/11/24 

HOUSE Angela Bamford 220 17/09/24 

EMMAUS Eamonn Quinn 227 18/06/22 

 

 


