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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 the Statutory Framework for the Early Years Foundation Stage, advice from the
Department for Education on first aid in schools and health and safety in schools, and the following
legislation:

e 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

e 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

e 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

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

e 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 The governing board

The Board of Governors (as proprietors of the School) has overall responsibility for the matters of this
policy, including responsibility for ensuring that there is adequate and appropriate First Aid equipment,
facilities and qualified First Aid personnel, and for ensuring that appropriate First Aid procedures are
followed.
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The Bursar has formal oversight of the Board of Governors’ responsibility to ensure the School has
adequate First Aid equipment and facilities and that an adequate number of qualified First Aid personnel
are on site at all times.

3.2 The Bursar

The Bursar is responsible for the implementation of this policy, including:

e Ensuring that an appropriate number of first aiders are present in the school at all times;

e Ensuring that Staff have the appropriate and necessary First Aid training at induction and at
regular intervals thereafter so that all staff understand what is expected of them by this policy
and have the necessary knowledge and skills to carry out their roles;

e Undertaking, or ensuring that the relevant staff undertake, risk assessments, as appropriate, and
that appropriate measures are put in place;

e Monitor and carry out regular reviews of the School’s systems and management of First Aid and
medical welfare (including collecting all accident forms on a fortnightly basis), analysing any
trends in accidents, injuries and illnesses at the School, in order to identify whether a change in
welfare practice is needed to ensure that the School’s First Aid provision is appropriate;

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

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

3.3 The Officer Manager
The Office Manager is responsible for:

e Ensuring that the medical information and consent forms for each pupil is collated and kept up-
to-date, and that the forms and information are accessible to staff as necessary;

e Ensuring stocks of First Aid consumables are checked and maintained;

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

3.4 First Aiders

All teaching staff are First Aid at Work qualified first aiders. All Early Years Staff and members of the
Senior Leadership Team are Paediatric First Aid trained.

A list of staff that have completed an appropriate First Aid course and hold a valid certificate of
competence in First Aid is displayed in the School Office an Staff Room.

First Aiders are responsible for:

e Ensuring they follow first aid procedures;

e Acting as first responders to any incidents, assessing the situation where there is an injured or
ill person and providing immediate and appropriate treatment;

e Ensuring that an ambulance or other professional medical help is summoned when
appropriate;

e Completing accident reports for all incidents to which they attend, on the same day, or as soon
as is reasonably practicable;

e Sending pupils home to recover, where necessary;

e Informing the Headteacher of any specific health conditions or first aid needs.

3.5 Staff Members



All staff are to be aware of the First Aid procedures and know who to contact in the event of any illness,
accident or injury. All staff should ensure that this policy is followed in relation to the administration of
First Aid and will use their best endeavours, at all times, to secure the health, safety and welfare of
pupils.

All Teaching staff site are trained to deliver intramuscular adrenalin using an adrenaline auto-injector in
the event of a severe allergic reaction (anaphylaxis). This training is refreshed annually.

3. 6 Visitors

Anyone on School premises is expected to take reasonable care for their own and others' safety and to
seek First Aid treatment if necessary.

4.First aid procedures

4.1 In-school procedures

In the event of an accident resulting in injury:

e 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;

e 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;

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

o 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;

o The first aider should inform parents of accidents where a common-sense judgement deems
this necessary. Parents should be informed by a telephone call, either from the first aider who
dealt with the accident or from the Office Manager.

e Inthe case of head injuries, parents should always be informed by a telephone call. The staff
member who dealt with the accident should call the parents themselves or direct the Office
Manager to call the parents. The staff member who dealt with the accident should also email
all staff to make them aware that a head injury has been sustained (or direct the Office
Manager to email all staff) and should let the teacher who will next be responsible for the child
concerned know in person.

e If emergency services are called, the first aider will contact parents and a member of the SLT
immediately;

e The first aider should complete an accident report form on the same day or as soon as is
reasonably practical after an incident resulting in an injury;

e All accidents involving a head injury, an asthma attack, an allergic reaction or a phone call home
should also be recorded on CPOMS under ‘Medical’;

e Accidents resulting from issues with school property or from procedural/systems failures must
be reported to the Head and Bursar so that an investigation can be carried out and corrective
measures put in place as appropriate to prevent a reoccurrence;.

e Near Misses must be reported to the Bursar (who will record them in the Near Misses book) in
order that corrective measures can be taken to avoid future accidents. The Near Miss book will
be a standing agenda item at each Property and Health and Safety Committee Meeting.



Type of Accident | Example Action When

Minor * Grazes * Details logged on accident form
. ) . The same
*  Minor cuts * Treated in the playground / office day
Requiring * Severe * Details logged by first aider on The same
medical / dental cuts/lacerations. accident form and CPOMS day
treatment e Impactinjury (bang | * Call parents to inform
or blow) to the
head (the head is
defined as whole
head & face)
*  Asthma attacks
* Allergic reactions
Severe * Majorinjuries e.g. * Details logged Within 24
broken bones * Reported to H & S executive under hrs

* Accident resulting Riddor.
in over 7 day injury

*  Where injured
party leaves site in
an ambulance (not
reportable if taken
to hospital as a
precaution but the
examination shows
no injury)

* Death

4.2 Off-site procedures

When activities take place away from school, first aid requirements will vary according to the nature of
the activity and its associated risks. Consideration of first aid requirements during each trip is included
on the trip risk assessment, checked by the Educational Visits Coordinator.

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

e Aschool mobile phone;
e A portable first aid kit;
e Information about the specific medical needs of pupils.

For educational visits involving EYFS pupils there will always be at least one appropriately qualified First
Aider present. For educational visits involving children in Years 1 to 6, the requirement for, and number
of, first aiders will be decided on a risk assessment basis by the trip leader in consultation with the
Educational Visits Coordinator. The risk assessment will take into account specific pupil medical



requirements and first aid provision for any “specialised activity”, and may also specify the level of first
aid qualification required.

For the avoidance of doubt, if any of the children are 5 or under then the First Aider must have a
paediatric First Aid certificate.

The School minibus has a prominently marked First Aid box on board which is readily available for use
and which is maintained in good condition. The First Aid box will be stocked in accordance with part 2
of schedule 7 of the Road Vehicles (Construction and Use) Regulations 1986 (S| 1986/1078) which is set
out in Annex 3 of the DfT’s Section 19 and 22 permits and obligations guidance

5.First aid equipment

For details of the specific contents typically contained in a first aid kit, please see Appendix 2. No
medication is kept in first aid kits.

6.Record keeping, reporting and monitoring

6.1 First aid and accident record book

e An accident form will be completed by the first aider on the same day or as soon as possible
after an incident resulting in an injury;

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

e Records held in the first aid and accident book 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;

e All accidents involving a head injury, an asthma attack, an allergic reaction or a phone call home
should also be recorded on CPOMS under ‘Medical’;

e Accidents resulting from issues with school property or from procedural/systems failures must
be reported to the Head and Bursar so that an investigation can be carried out and corrective
measures put in place as appropriate to prevent a reoccurrence;.

e Near Misses must be reported to the Bursar (who will record them in the Near Misses book) in
order that corrective measures can be taken to avoid future accidents. The Near Miss book will
be a standing agenda item at each Property and Health and Safety Committee Meeting.

6.2 Reporting to the HSE and other agencies

The Bursar ensures that accident forms and books are filled in correctly and that the incident is reported
to the HSE under RIDDOR 2013 and the HSE are kept informed as necessary. The School has a legal
obligation under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations to report
certain accidents involving staff, pupils or visitors.

In accordance with How to report a serious incident in your charity (Charity Commission, October 2018),
the School has a responsibility to report serious incidents to the Charity Commission.

The School will ensure that it complies with any other reporting requirements triggered by an accident,
injury or illness including, but not restricted to, making a report to the School’s relevant insurers, and/or



other relevant statutory agencies and/or regulators. Further information on reporting requirements can
be obtained from the Bursar.

Where the accident, injury or illness could give rise to potential safeguarding concerns, the procedures
in the School’s will be followed as appropriate. Staff are particularly reminded to be alert to indicators
of sexual violence and female genital mutilation when in each case there are specific reporting
procedures under the School’s Child Protection and Safeguarding Policy.

The Bursar will keep a record 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 Bursar will report these to the Chair of Governors and the Chair of the Estates Committee as soon
as is reasonably practicable and in any event within 10 days of the incident.

6.3 Monitoring
Accidents are reviewed by the Senior Leadership Team and Bursar as follows:

e Onaweekly basis when consideration is given to any actions required to prevent reoccurrence.

e On a half-termly basis to consider any patterns of recurring accidents that may be present (e.g.
in terms of the nature of accidents or specific locations or activities), which might require further
investigation.

Accidents are reviewed at the termly Health and Safety Committee Meetings. Actions to prevent
reoccurrence are discussed. These reviews also consider any patterns of reoccurrence in accidents
identified.

This will form part of the (at least) annual First Aid risk assessment. The information may help identify
training or other needs and be useful for investigative or insurance purposes.

7.Training

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 2).

At all times, at least one staff member will have a current paediatric first aid (PFA) certificate which meets
the requirements set out in the Early Years Foundation Stage statutory framework and is updated at least
every 3 years.

8. Early Years

The School will ensure compliance with the paediatric first aid requirements as set out in the statutory
framework for the early years foundation stage. These requirements are:

e atleast one person who has a current paediatric first aid certificate must be on the premises and
available at all times when children are present, and must accompany children on outings;

e the certificate must be for a full course with published criteria;



e all staff who are newly qualified entrants to the early years workforce who obtained a level 2 or
level 3 qualification on or after 30 June 2016 must have a full PFA or emergency PFA certificate
within 3 months of starting work as a newly qualified in order to be included in required staff :
child ratios;

e to beincluded in the ratio requirement, the PFA certificate must be renewed every three years
and be relevant for workers caring for young children. PFA certificates are consistent with the
criteria set out in Annex A of the “EYFS statutory framework for group and school-based
providers (January 2024)”; the School will take into account the number of children, staff and
layout of premises to ensure that a paediatric first aider is able to respond to emergencies
quickly;

e recording and reporting — in addition to any statutory reporting requirements, the School will
keep a written record of accidents or injuries and first aid treatment;

e informing parents/carers — the School will inform them of any accident or injury sustained by
the child and the first aid treatment given on the same day, or if not possible, as soon as
practicable; and

e reportstolocal child protection agencies — the School will notify any serious accidents or injuries
to, or the death of any child while in their care, and should act on the advice of those agencies.

9. Mental Heatlh

The School promotes the mental health and wellbeing of pupils. The Assistant Head Wellbeing has
strategic oversight of the School’s approach to mental health and in accordance with appropriate
guidance and training resources, will support the School to help improve the wellbeing and mental health
of pupils and staff.

Whilst education staff are well placed to observe pupils day-to-day and identify those whose behaviour
suggests that they may be experiencing a mental health problem or be at risk of developing one, only
appropriately trained professionals should attempt to make a diagnosis of a mental health
condition. School staff are not mental health professionals and should any staff member have concerns
regarding a pupil’s mental health or wellbeing, they should report those concerns to the Assistant Head
Wellbeing. The Assistant Head Wellbeing will share any concerns with the pupil’s parents and where
appropriate, direct them to the appropriate support services.



Appendix 1 Location of First Aid Boxes

Location:

Checked By:




Appendix 2 Contents of General First Aid Containers

Type | DEPARTMENTAL | SPORTS BAGS VEHICLES? DEPARTMENTAL
Small (SK) (V) Medium
Contents. (S) (D)
Assorted plasters 10 10 24 20
Eye dressings with 1 1 2 2
attachments
Finger dressings 0 1 1 2
Large ambulance 1 1 3 2
dressings (not less than
150 x 200mm)
Large adhesive 1 2 1 2
dressings
Conforming bandages 1 1 1 2
(not less than 75mm
wide
Triangular bandages 1 1 2 2
Foil blankets 0 1 2 1
Micropore tape 0 1 1 1
Antiseptic cleansing 6 0 10 10
wipes (individual)
Clinell wipes (pack) 0 1 0 0
Saline pods 20mls 1 2 2 2
Gloves (pairs) 1 3 2 3
Yellow clinical waste 0 2 2 2
bags
Safety pins 2 6 12 6
Resuscitation face 1 1 1 1
shield
Vomit bags 0 2 2 2
Ice packs 0 3 1 1
Scissors (rust free, blunt 0] 1 1 1
end)
Face Masks 2 2 2 2
Accident forms 0 1 1 2
First aid guidance form 1 1 1 1
Vaseline Burn Relief High risk
Zinc oxide dressing 10x10 | departments to
tape have eye wash
Tubi grip station
Gauze
Tissues
SCAT3 + HI
letter
Freeze spray
(optional)

10



