
   

First Aid Policy 

Reviewed: May 2020  

Rationale 

First aid can save lives. It can minimize the effects of minor injuries and can prevent minor injuries 

becoming major ones. 

Aims 

 To ensure all minor injuries are treated appropriately and promptly. 

 To ensure appropriate action is taken in cases of more serious injuries and illness. 

 To ensure a common understanding of first aid procedures and requirements, and 

consistent action across the school 

 To ensure staff are trained; that there is an adequate number of appointed persons and that 

all staff are aware of who they are 

 To ensure there are adequate and appropriate equipment and facilities to carry out first aid 

Provision 

Staff and Training 

 The Headteacher has overall responsibility for first aid provision in the school 

 SLT members (Liz Miranda in KS1/2 and Anna Jedrusiak in EYFS) are the school’s 

designated teachers for first aid. 

 At any time, the school has a minimum of three trained staff who hold the full three-day first 

aider training. These members of staff are the school’s appointed persons. 

 Teaching Assistants and Nursery Nurses in the Early Years Foundation Stage have two 

day paediatric first aid training. (See list below). 

 A majority of teaching assistants have asthma, allergies, eczema and epilepsy training 

delivered by a member of the school health team (See list below). 

 Where specialist training is needed to meet the specific needs of a particular child then this 

is arranged. 

 At the beginning of each academic year all staff are given time to read the Staff Handbook 

which includes an overview of first aid in the school. 

 Becoming familiar with the first aid policy and school procedures is also part of the school’s 

staff induction procedures via the Staff Handbook. 

 

Equipment and Information in Classrooms 

 Each classroom has a first aid kit and a clearly marked green first aid bag which must be 

taken whenever the class is out of school. 

 Each class has clearly marked and easily accessible storage for children’s personal care 

plans and first aid equipment. Personal equipment is labelled. 

 Each class has its own list of children with additional health/medical needs displayed on 

their display board.  

 In KS1 information is recorded for RWI groups. 



 There is running water in all main classrooms. 

 

Other Areas of the School 

 Names of appointed person first aiders and the location of first aid kits are clearly detailed 

on notices displayed around the school. Appointed person first aiders also wear a green 

First Aid lanyard around there neck which must be visible at all times (see below). 

 Ice packs are kept in key areas - roof playground, EYFS, staff room, school office. 

 Meals supervisors use the Playground first aid boxes located in the Bottom (equipment 

cupboard) and Roof playgrounds. These contain small amounts of first aid supplies. 

 There is an Automated external defibrillator (AED) located in the school office. 

Maintenance and Monitoring 

 Mary Hoang(SEN Administrator) ensures the maintenance of the contents of first aid kits – 

at least half termly. If there are any concerns s/he alerts the relevant SLT member (Liz 

Miranda KS1/KS2 Anna Jedrusiak EYFS) 

 Teaching assistants are expected to ensure availability of personal equipment and follow up 

if there are any concerns (with Mary Hoang and the relevant SLT member). 

 There are half termly checks of personal equipment by the designated teacher supported 

by the teaching assistant. 

 Asthma inhalers, Epi-pens and other medications expiry date is checked using Medical 

Tracker. If new medication is needed, then Mary Hoang will contact family directly for 

replacement. Once replacement medication is with the school, both the school database 

and Medical Tracker is updated with this information. 

 It is the responsibility of the designated teachers and parents/carers to make sure in-date 

medication is in school. 

 

Families and Children 

 Families may have access to whole school policies, including arrangements for first aid. 

 Signs around school inform families and children of the appointed first aid staff and of staff 

trained for other needs. 

 Families are actively encouraged to share in making sure that their children’s first aid needs 

can be met calmly and promptly. They are encouraged to fulfil their responsibilities by 

making sure they provide written information about the possibility of a child becoming 

unwell, or about something that has happened outside of school which may increase 

likelihood of the need for first aid, so that caution may be taken. To this end, reminders are 

placed in the school newsletter and appropriate forms to record information are kept at 

reception in the school office. 

 Families are reminded of their responsibility to make sure: out of date 

equipment/medication is replaced ahead of its expiry date; personal equipment/medication 

is clearly labelled, address and contact number changes are immediately notified to the 

school office. 

 Information for families is provided by letter following minor accidents/bumps to the head. 

 If when a child has had a minor accident dealt with satisfactorily in school, but the person 

dealing with it thinks it may alarm a parent eg in the case of a developing bruise, then that 

person must inform a senior member of staff who will decide whether or not to contact the 

family. 

 Families are informed promptly where there is any uncertainty or clear serious concern. 



 When first aid is being administered, children are comforted, talked through any treatment 

and advised of what they must do to help themselves, as appropriate to their age and 

understanding. 

 When possible, in conjunction with other agencies in the community, the Family Support 

Worker organises training for parents/carers eg First Aid in the Home 

Additional Provision 

Risk assessments will determine when the above provision needs to be supplemented, or usual 

arrangements adjusted – eg for a particular child to be included on a residential school journey. 

This will be discussed and agreed with the Headteacher. (See also Educational Visits Policy and 

Medical Needs Policy) 

 

Appointed Person First Aiders 

All appointed first aiders will have completed approved training course. Their names are clearly 

displayed in several locations around the school. They can be called upon to go immediately to an 

emergency (see appendix 1). 

Early Years Foundation Stage staff with the two day paediatric first aid qualification can administer 

first aid to children in their care (see appendix 1). 

 The main duties of first aiders are:  

o to give immediate help to children with minor common injuries or illnesses in line with 

their training 

o when necessary, to ensure that an ambulance is called 

However, all staff are in loco parentis and as such should give due care and attention to any 

injured child while a first aider is called. 

Volunteer helpers and students should not administer first aid. 

Location and Contents of First Aid Kits 

First aid kits are located in: 

 all classrooms 

 school office 

 staff room 

 roof playground 

 main playground (equipment cupboard) 

 EYFS kitchen area 

 school halls – bottom, middle, top 

 Hartley House 

 

They contain:  

 a leaflet giving general advice 

 mouth to mouth resuscitation pack 

 at least six individually wrapped self-adhesive dressings of various sizes 

 at least one large sterile unmedicated wound dressing about 18cm x 18cm (gauze) 

 light bandage 

 two triangular bandages 

 two safety pins 



 at least 2 pairs of nitrile disposable gloves (not latex) 

 individually wrapped moist cleansing wipes (not antiseptic wipes) 

 scissors 

 Sterile eye pads x2 

 single use cold packs – only for use on trips 

They must not contain prescription medicines, generic analgesics such as paracetamol or any 

other items placed there by individual members of staff. 

 Thermometer strips will be kept in the main school office and in the EYFS office. 

 Ice packs and covers are kept in the school office, EYFS kitchen area, and in the staff room 

for the roof playground. Spares are kept in the Hygiene Room. 

 Disposable bags will be kept in first aid bags for use if and when children are treated when 

on a trip. 

It is the responsibility of the SEN administrator to ensure that first aid kits have all that is required. 

Kits are checked and re-stocked half-termly. If stock needs to be ordered then, the SEN 

administrator will inform the resources manager. In the unlikely event that stock runs low in 

between checks, then any member of staff may request its replacement. 

Expiry dates: all stock should be checked for its expiry date. Out of date items should be 

replaced. This is the responsibility of Mary Hoang and the relevant SLT members. 

 

Recording and Monitoring Minor Injuries 

Bumps and Minor Accidents 

All bumps to the head and other minor accidents are recorded in the Bumped Heads Book or the 

Accident Book in accordance with school guidance (see appendix) including those which may 

occur during after school activities and when children are on educational visits. 

Organisation ensures that injuries can be treated promptly where they occur; however, if 

necessary, children can be brought to Mary Hoang or a member of the Senior Leadership Team. 

Where accidents are more serious, or thought to be more serious, then the emergency services 

and parents are called. If time allows then this will be by a member of the leadership team. 

However, if the situation is considered life threatening or of immediate serious concern, then all 

staff are expected to do their best to secure support for the child, this includes making an 

emergency call and requesting an ambulance. 

Should a child be taken to hospital before a parent or carer arrives a member of staff will 

accompany the child to hospital. Parents will be directed to go straight there. A printout from the 

school’s pupil information system should be sent with the accompanying adult. This details the 

child’s date of birth, family and emergency contact numbers 

All serious injuries (as outlined in the ‘Guidance on First Aid for Schools’) need to be reported to 

the headteacher. These will be recorded on form F2508 and sent to the LA Health and Safety 

Department. 

All calls to emergency services are recorded. 

Accident books and bumps books are checked half termly by the designated teacher for children 

with medical needs, Liz Miranda and in EYFS by the Early Years Leader, Anna Jedrusiak and 

from time to time by the headteacher. Queries are highlighted and followed up. Outcomes are 

discussed with the headteacher. This process highlights any actions needed/adjustments needed 

to first aid provision. 



Children not injured but feeling unwell 

Any pupil complaining of feeling unwell should initially be monitored in class by a teaching 

assistant or in the playground by a meal’s supervisor. If the child clearly looks unwell or continues 

to say that he or she feels unwell, they should be brought to either a member of SLT or Mary 

Hoang in the first instance, or a member of the office staff if they are free to do so. A member of 

the senior leadership team should be informed and will decide, in conjunction with a first aider if 

necessary, whether to call the child’s family to ask that someone to collect the child or to ask them 

to bring in medication, whichever is most appropriate. This decision will then lie with the parent. 

Leaving School Early 

It is the responsibility of a member of the office staff to record in the ‘Children Leaving Early Book’ 

any child going home due to illness or injury, with the reason for leaving and also for this 

information to be emailed to members of SLT. This information is then transferred to the school 

register. 

 

Accidents and First Aid for Staff 

Staff should complete the accident reporting form for employees if they sustain an injury at work. 

An injured member of staff or other supervising adult should not continue to work if there is any 

possibility that further medical treatment is needed. The member of staff or other supervising adult 

concerned should seek medical advice without delay. First aiders may treat adults as well as 

children. 

Administering Medicines 

There is a separate policy for administering medicines, guidance on the use of asthma inhalers, 

emollient creams and allergy treatments. 

Protection and Prevention 

All staff must follow basic hygiene procedures and take precautions to avoid infection. Universal 

hygiene precautions guidance has been provided by the school nurse. This is noted in the school’s 

handbook and posted in various locations around school. 

Hands should always be washed before and after administering first aid. 

Exposed cuts and abrasions should be cleaned under running water, or with a cleansing wipe, and 

patted dry with a sterile dressing. 

Protective disposable gloves: single-use nitrile disposable gloves must be worn when dealing 

with blood and other bodily fluids. Gloves, dressings and wound cleansing material and other 

equipment must be safely disposed of by placing them in a plastic bag and putting them in a 

sanitary disposal bin. There are bins on all floors. 

Nappies can be safely disposed of in nappy-sacks as they would be in a household (not in sanitary 

disposal bins). 

Allergies: All new and allergy updates are circulated separately to the school’s cook and senior 

meals supervisor whose responsibility it is to bring the information to the attention of other kitchen 

staff and meals supervisors. Children who have a care plan for allergies usually have medicine 

which is kept securely in the school office and in their classrooms. The office manager keeps a 

paper copy in the central health/medical needs file in the school office.  

Members of staff with severe allergies e.g nut allergy need to inform their line manager. 

Care Plans: Children’s care plans are held in the central health/medical needs file in the school 

office, in classrooms, and with the after school club registers. Care plans are taken when children 



go out of school or with the school clubs if off site. There is a Care Plans List which gives a whole 

school overview and indicates review date. This is on the staff network and the office manager 

keeps a paper copy in the central health/medical needs file in the school office. 

Asthma: Inhalers are to hand in classrooms and taken whenever the child is out of school. 

Regular checks are made. 

Emergency medicines and treatments for specific conditions: Emergency medications – eg 

Epi-pens are kept in the school office for those who need them. Allergy medicines are kept in the 

school office. A record is kept when they are administered. Emergency medicines are taken if 

necessary whenever children are out of school. If a child has more than one Epi-pen then both are 

taken – ie the class epi pen and the one held in the school office. 

Temporary indicators: Whenever needed temporary changes which may be hazardous, eg 

slippery floors, building works, will be drawn to the attention of all who use the area. This is the 

responsibility of the headteacher but may be delegated to the most appropriate member of staff. 

 

Visiting Professionals, Teachers, Tutors and Coaches 

Supply Teachers 

A general information booklet is given to supply teachers when they sign in at reception. 

Tutors and Coaches 

After School Activities: where a tutor or coach is running an extended provision activity – it is the 

responsibility of the After School Clubs Coordinator to make sure they are aware of first aid 

procedures and who to call upon, if a member of school staff is not present. Tutors and coaches 

must also be made aware of any children in their group who have additional health/medical needs. 

Children’s health needs are noted briefly on club registers and the child’s school medication is 

taken with the child by the collecting teaching assistant if the club is off site. It is the responsibility 

of club tutors to be aware of these. 

Tutors/coaches/ musical instrument teachers working with children in school time will be informed 

of children’s needs, as needed, by their class teacher or teaching assistant if the class teacher or 

support teacher is not present. 

Professionals from Other Agencies 

It is the responsibility of Assistant Headteacher, Liz Miranda to inform visiting professionals as 

needed and as outlined above, eg speech and language therapists 

Parent Activities 

The Family Support Worker will be responsible for taking information from tutors, providing 

relevant information they may need, and making sure they are aware of the school’s first aid 

procedures and who to call on. 

 

Educational Visits and Lessons Out of School 

As far as possible a person with first aid training accompanies children when they are away from 

the school premises – eg at the swimming pool; on a trip. 

There is always a trained person with EYFS classes. 

First aid kits and all other necessary paperwork and equipment are carried in the special green 

first aid travel bag. This includes single use cold packs and Notification of Accidents forms. 



Any illnesses or injuries that occur on the trip must be recorded by the person in charge and 

reported to the Headteacher once the group returns to school. Minor accidents/head bumps must 

be recorded and reported using the appropriate Notification of Accidents form (green form).  

The teacher leading the group will contact school immediately if there is any serious concern. If 

necessary, a child may be brought back to school. If there is immediate need for emergency 

treatment the person in charge will call for ambulance help. 

 

Out of School Hours Activities 

 After school clubs/activities: a member of the senior leadership team is present within 

the school building during after school clubs, and tutors are informed as outlined above. 

 Minor accidents/head bumps which happen during after-school activities must be recorded 

and reported using the appropriate Notification of Accidents/Head bumps form. First aid kits 

must be taken on club activities which take place off-site. 

 Events: a member of staff with first aid training will be present at other out of school hours 

events eg school fayres; FOGS meetings 

 Lettings: lettings are not common. However, whenever there is a letting, it is made clear at 

the outset that it is the responsibility of the person in charge and taking on the letting, to 

ensure that all necessary first aid needs are in place, in line with the nature of the activity 

and for all members of the group. 

 

This policy has been compiled with due reference to DfE ‘Guidance on First Aid for Schools’ 15 August 2000 

 

 

Appendix 1 

Staff with first aid and other health related qualifications or training  

Full First Aid at Work Qualification - with emphasis on school aged children 

First Aider  Qualification Expiry Date 

Shahnaz Ahmed 24/02/20 

Aiann Omer  24/02/20 

Lynn Garrett 24/02/20 

Afrosa Bibi 24/02/20 

Carrie-Lee Copper 06/09/20 

Victoria Munro 06/09/20 

Kathleen Douglas 06/09/20 

Jackie Lawrence 27/09/20 

Patricia Pereira 13/03/22 

Leyla Raif  13/03/22 

Mary Hoang 02/07/22 

Theresa Fowell 02/07/22 

 

Paediatric First Aid- EYFS Appointed Person 
 

Name Qualification Expiry Date 

Rupia Begum 4th February 2020 

May Nessa Dec 2022 

 



Asthma, Allergies, Eczema and Epilepsy Management – staff trained 

TAs Name Expiry Date 

Aiann Omer 2nd September 2022 

Lawrence Williams 2nd September 2022 

Victoria Cooper 2nd September 2022 

Linda Dreher 2nd September 2022 

Shaheda Khanom 2nd September 2022 

Shahnaz Ahmed 2nd September 2022 

Shahnaz Begum 2nd September 2022 

Victoria Fry 2nd September 2022 

Emma Botherton 2nd September 2022 

Gulnur Isakova 2nd September 2022 

Sima Sultana 2nd September 2022 

Rupia Begum 2nd September 2022 

Afrosa Bibi 2nd September 2022 

Jackie Lawrence 2nd September 2022 

Helen Sabry 2nd September 2022 

Carrie-Lee Cooper 2nd September 2022 

Vicky Munro 2nd September 2022 

Lynn Garrett 2nd September 2022 

Jacqy Rogers 2nd September 2022 

Sandra Donoghue 2nd September 2022 

Mary Hoang 2nd September 2022 

Whole school during 2day INSET 
training on 1st & 2nd September 2019 

2nd September 2022 

 

Sickle Cell Awareness – staff trained 

Name Date of Training 

Gemma Sloan  15th January 2016 

Anna Jedrusiak  15th January 2016 

Agata Marciniak  15th January 2016 

Afrosa Bibi  15th January 2016 

Sima Sultana  15th January 2016 

Rupia Begum  15th January 2016 

Dolly Begum  15th January 2016 

 

Physical Handling – staff trained 
 

Name  Date of Training 

Afrosa Bibi  28th April 2014 

Rupia Begum  28th April 2014 

Dolly Begum 28th April 2014 

Carrie-Lee Cooper  28th April 2014 

Vicky Munro 28th April 2014 

Lynn Garrett 5th September 2014 

Shahnaz Ahmed  14th October 2016 

Helen Sabry  27th June 2016 

 

EVAC Chair Training 

Name  Date of Training 

Liz Miranda 2nd May 2022 



Sharon 2nd May 2022 

Patricia 2nd May 2022 

 

 

 

 

 

 

 

 

 

 

 


