
Date Published: June 2020 

Author: Stuart Taylor 

Ratified by: Ben Harrop 

Review date: June 2021 

 

 

 

 

  

Nurtured. Inspired. Prepared. 

Working together to be the best we can be. 
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1. Aims 

The aims of our first aid and medication policy are to: 

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

• Provide effective First Aid support for all pupils, staff and visitors. 

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

• Ensure that all pupils, staff and visitors are aware of their roles and responsibilities in 
relation to First Aid. 
 

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: 

• 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. 

3. Roles and responsibilities 

The School Governors have ultimate responsibility for health and safety matters in the school, 

but delegate matters and day to day tasks to the site leads and staff members. 

Headteacher 

• Implementing the First Aid policy. 

• Providing an appropriate number of qualified first aiders, facilities and equipment. 

• Ensuring risk assessments are completed and measures to reduce risk of injury are in 
place. 

• Reporting specified incidents to the HSE when necessary. 

School Staff 

All school staff will: 

• Ensure they follow first aid and medications procedures. 

• Be aware of individual pupils’ specific medical needs. 

• Ensure pupils receive treatment from a designated first aider. 

• Ensure that pupil medical information is up to date. 

• Ensure they have a current medical consent form for pupils on residential trips. 

• Have due regard to the Safeguarding policy and procedures. 

Appointed first aiders 

First Aiders are responsible for: 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/596629/EYFS_STATUTORY_FRAMEWORK_2017.pdf
https://www.gov.uk/government/publications/first-aid-in-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
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• Acting as first response and taking charge when someone is injured or becomes ill. 

• Assessing the situation and providing immediate treatment. 

• Deciding on the appropriate course of action i.e Emergency services/Transported to 
hospital by school or parent 

• Completing accident report on the same day, or as soon as is reasonably practicable, 
after an incident. 

• Ensuring there is an adequate supply of medical materials in first aid kits and 
replenishing the contents of these kits. There is a supply of medical materials in 
labelled boxes in the main first aid room cupboard for any staff requiring them.  

• Informing the First Aid lead person when noticing medical supplies are running low in 
the supply cupboard, ensuring more stock can be ordered. 

• Administering medications brought in from home.  

• Ensuring all children requiring inhalers, epi pens or any other medication have a 
medical/ asthma form completed by parents/carers and stored in the class first aid 
folder. Spare forms are in the main First Aid room. 

4. First aid procedures for children and young adults 

In the event of an accident resulting in a minor injury: 

• Member of staff present to assess the injury and seek a qualified first aider if 
necessary. 

• All accidents must be recorded on the ‘I have had an accident’ form. These forms are 
stored in first aid folders and a copy of completed forms should be handed to the office 
and to parents. This form must be completed in full as soon as possible after the 
accident but always on the same day.  

 
Pupil accidents  

All head bumps will be treated with caution and where emergency treatment is not required, 
the usual accident form must state there has been a head bump and this must be sent home 
to the child’s parent/guardian; a phone call made to inform parents of the incident.  

Pupils feeling unwell/sick 

1. Pupils to remain in classroom for staff to monitor. 
2. If condition worsens, refer to a first aider for assessment.  
3. If it is deemed appropriate refer to the Headteacher who will advise if pupil can be sent 

home. 
4. Office staff call parents  
5. Pupil to wait in classroom for collection if no adult is available to supervise 

In the event of a major incident: 

 A first aider must attend to a major injury: 

• Cut or knock to head 

• Suspected sprain or break 

• Burns 

• Collapse/faint 

• Breathing difficulties  

• Allergic reaction including; food, bee/wasp stings etc 
 
The first aider will assess the illness/ injury and decide on the appropriate treatment. 
Senior Leadership Team, in collaboration with the first aiders, will determine the appropriate 
action: 
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• Emergency services – parents informed immediately 

• Non-emergency parents contacted to collect child and seek medical advice  

In the event parents cannot be contacted the Headteacher may arrange for 2 members of staff 
to transport the pupil to hospital as loco parentis.  
 
Staff should not delay calling emergency services if they believe it is required. Details of how 
to call the emergency services are next to each phone point. See ‘Calling Emergency Services’ 
at the end of this policy.  
 
The First Aider and Headteacher must complete the Accident, Incident and Near Miss Report 
and submit to My Health and Safety (Staffordshire County Council) after the event, within the 
allocated time allowance. The accident/incident should also be reported in the 
accident/incident book.  
 
Notifying parents 

Parents will be notified as soon as reasonably practical about any accident/ injury or illness 
sustained by a pupil, and any first aid treatment administered. 

5. Off-site visits 

Staff should be compliant with the Educational Visits policy and procedures and ensure they 

have the following: 

• A qualified first aider 

• A mobile phone 

• A portable first aid kit and a portable eye wash kit. 

• Medical information 

• Parents’ contact details 

• Any appropriate medication -  inhalers/epipens/medicine 

• A risk assessment will have been carried out prior to the visit 
 

6. First aid equipment                               
 

 

 

 

 

First aid kits are held in classrooms, 

the medical room and the assembly hall staff need to make themselves aware of the locations. 

Each first aid kit has a medical supplies contents list inside.  

Three portable first aid kits are available for offsite activities and three portable eye wash kits, 

along with individual pupil’s medication such as; inhalers, epipens etc. Visit leaders are 

responsible for checking that first aid kits are fully stocked before going on any trips.  

The First Aid Coordinator will regularly check (at least once per half term) the stock levels of 

first aid kits and organise replacements. 

7. Staff/adult Accidents and Incidents 

The school will provide stocked first aid kits, 

identified by a white cross on a green 

background this will contain adequate supplies 

for treating injuries in school and comply with 

the HSE’s minimum expected provision. 
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Accidents and incidents that occur relating to adults should be dealt with by a qualified first 
aider. All adult accidents and incidents on our premises must be recorded in the Staff 
Accident/Incident Record Book (held at the office). This includes accidents that involve any 
contractors, parents or visitors to the school. All accidents/incidents involving adults should 
also be reported to My Health and Safety (Staffordshire County Council).    

8. Training 

• All school staff are able to request first aid training when available.  

• All first aiders must have completed a training course and hold a valid certificate. The 
school will keep a register of all trained first aiders, their qualification and valid dates. 
First Aiders are encouraged to renew their qualification prior to expiry. 

• As made clear in the Early Years Foundation Stage statutory framework at least one 
staff member will have a current paediatric first aid (PFA) certificate and this will be 
updated at least every 3 years. 

• We aim for all staff to be trained in the administration of inhalers and epipens annually.  

9. Record-keeping and reporting 

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

10. Reporting to the HSE 

RIDDOR (2013) legislation states that some accidents must be reported to the Health and 

Safety Executive (HSE) a list of reportable accidents/incidents and timeframe is set out. At 

Streethay we use My Health and Safety (Staffordshire County Council) to support us with 

reporting accidents and incidents appropriately.  

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 

2013,  

The HR manager will report to the Health and Safety Executive as soon as is reasonably 

practicable and within 10 days of the incident and a record of any reportable incident will be 

kept as defined in regulations 4,5,6 and 7 of the legislation. 

Reportable Injuries, Diseases or Dangerous Occurrences include:  

• Death. 

Specified injuries, which are: 

• Fractures, other than to fingers, thumbs and toes. 

• Amputations. 

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

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

• Serious burns (including scalding).  

• Any scalping requiring hospital treatment. 

• Any loss of consciousness caused by head injury or asphyxia. 

• 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. 

http://www.hse.gov.uk/pubns/indg453.pdf
http://www.hse.gov.uk/pubns/indg453.pdf
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• 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. 

Sharps: 

• If an employee is injured by a sharp known to be contaminated with a blood-borne 
virus (BBV), eg hepatitis B or C or HIV. This is reportable as a dangerous occurrence; 

• The employee receives a sharps injury and a BBV acquired by this route seroconverts. 
This is reportable as a disease.  

• If the injury itself is so severe that it must be reported. 

• Sharps will be disposed of in the correct manner as instructed by the council. 

 

This policy will be reviewed annually, or more regularly in the light of any significant 

new developments or in response to changes in guidance. 
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Appendix 

Calling Emergency Services  
When you require emergency assistance please do not hesitate.  

Always dial from the nearest phone.  

Notify the office and SLT as soon as it is practically possible.  

 

Request an ambulance - dial 999, ask for an ambulance and be ready with the 

information below. 

Speak clearly and slowly and be ready to repeat information if asked. 

1. your telephone number - 01543 396180 

2. your name 

3. your location as follows Streethay Primary, Yoxhall Way, Lichfield, WS13 8FT 

4. state what the postcode is - WS13 8FT 

5. provide the exact location of the patient within the school setting  

6. provide the name of the child and a brief description of their symptoms 

7. inform Ambulance Control of the best entrance to use and state that the crew will be 

met  
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