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First Aid Policy  
 
This policy is written following the guidelines given in the document ‘Guidance on 
First Aid for Schools’ published by the DfE. 
 
It is our responsibility to provide adequate and appropriate first aid to pupils, staff, 
parents and visitors and to put the procedures in place to meet this responsibility. 
The policy will be reviewed annually. 
 
Aims 

 To identify the first aid needs of the school in line with the Management of   
Health and Safety at Work Regulations 1999. 

 To ensure that the provision is available at all times while people are on 
school premises, off the premises whilst on school visits and on the 
journeys to and from school for those pupils travelling in school arranged 
transport.  

 
Objectives 

 To appoint the appropriate number of suitably trained people as Appointed 
Persons and First Aiders to meet the needs of the school. 

 To provide relevant training and ensure monitoring of training needs. 

 To provide sufficient and appropriate resources and facilities. 

 To inform staff and parents of the School’s First  Aid arrangements. 

 To keep accident records and to report to the HSE as required under the 
Reporting of Injuries, Diseases and Dangerous Occurences 
Regulations1995. 

 
Duties and Responsibilities 
 
The Governing Body is responsible for the health and safety of their employees 
and anyone else on the premises. This includes the Headteacher and teachers, 
non-teaching staff, pupils and visitors (including contractors). 
 
The Health and Safety Co-ordinator must ensure that a risk assessment of the 
School is undertaken and that the appointments, training and resources for first 
aid arrangements are appropriate and in place.  The Health and Safety Co-
ordinator should ensure that the insurance arrangements provide full cover for 
claims arising from actions of staff acting within the scope of their employ. 
 
The Headteacher is responsible for putting the policy into practice and for 
developing detailed procedures and should ensure that the policy and 
information on the School’s arrangements for first aid are communicated to all 
staff and parents.  New staff are to be informed of procedures as part of their 
induction programme, the staff notice board has any important first aid details 
displayed in the staff room and staff training is given in response to need. 
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All staff are expected to do all they can to secure the welfare of the pupils. 
 
The Appointed Person need not be a First Aider but should have undertaken 
emergency first aid training. They will: 
 

 Take charge when someone is injured or becomes ill 

 Look after the first aid equipment e.g. restocking the first aid bags in the 
allocated places 

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

 
The First Aider must have completed a training course approved by the HSE, 
and will be updated every three years. He/She will: 
 

 Be contacted to give immediate help to casualties if required during lesson 
time or break times.   Any pupil complaining of illness or who has been 
injured is to be sent to the school office (accompanied where possible) for 
the Appointed Person / First Aider to inspect and, where appropriate, treat. 
 

 All incidents are to be recorded in the Accident Book. 
 

 Where possible constant supervision will be provided for poorly or injured 
children. 

 

 Where the injury or illness requires, or if there is any doubt over the health 
and welfare of a pupil, parents/carers should be contacted as soon as 
possible so that the pupil can be collected and taken home or for further 
medical advice. 

 

 If the situation is life threatening or of cause for concern any member of 
staff can ring 999 and request ambulance help. Should a child be taken to 
hospital before a parent or carer arrives at the school a member of staff 
will accompany the child to hospital and parents will be directed to go 
straight there. 

 

 For their own protection and the protection of the patient, staff that 
administer first aid will follow necessary precautions 

 
Reporting 

 The Headteacher, or acting Headteacher will be informed of any serious 
injury occurring in a day. 
 

 All incidents, injuries, head injuries and treatments are to be reported in 
the Accident book kept in the medical room..  
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 Parents are to be informed of a head injury with the standard bumped 
head letter. 
 

 Parents will be given a guidance form for children who are sent home with 
an injury. (The school will keep a signed acknowledgement from the 
parents) 

 

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

 
Under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations, 1995 (RIDDOR), some accidents must be reported to the HSE. 
 
1. Involving employees or self employed people working on the premises. 
2. Involving pupils and visitors 
 
The Head is responsible for ensuring this happens. 
 
 
Record Keeping 
 
The Head or their nominated representative (any First Aider) must ensure that a 
record is kept of any first aid treatment given. This should include: 
 

 the date, time and place of incident 

 the name (and class) of the injured or ill person 

 details of their injury/illness and what first aid was given 

 what happened to the person immediately afterwards 

 name and signature of the first aider or person dealing with the incident 
 
 
Administration of drugs and medicines 
 
Medicines should not normally be brought into school, but if necessary, the 
prescribed medicine (preferably only the daily dose) can be brought to the school 
office by a parent. It must be clearly labelled with the child’s name. A form 
detailing the dosage and times when the medicine should be taken, must be 
completed by the parent/carer and singed and dated.  
 
The school cannot take responsibility for giving medicines which are 
dangerous and where timing is of vital importance.  If a child has a serious 
condition requiring regular medication the pupil will have a medical 
support plan which clearly details medication required, dosage and 
storage.  
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First Aid boxes 
 
First Aid Boxes are located in: 

 The Medical Room 

 The Main Kitchen 

 The Unit (6S) 

 The minibus 
 
Waist bags and rucksacks, complete with first aid equipment, are located in the 
Medical room for off site visits. All emergency details for school visits will be 
provided and placed in appropriate bags for outings. 
 
First Aid Boxes should contain at least: 

 a leaflet giving general guidance on first aid  

 several pairs of disposable gloves  

 20 individually wrapped sterile adhesive dressings (assorted sizes and 
blue ones for food technology or kitchen areas)  

 2 sterile eye pads  

 4 individually wrapped sterile triangular bandages  

 6 safety pins  

 6 medium-sized individually wrapped sterile unmedicated wound 
dressings (approximately 12cm x 12cm)  

 2 large individually wrapped sterile unmedicated wound dressings 
(approximately 18cm x 18cm).  

Off-site bags should contain at least: 

 a leaflet giving general advice on first aid  
 six individually wrapped sterile adhesive dressings  
 one large sterile unmedicated wound dressing (approximately 18cm x 

18cm)  
 two triangular bandages  
 two safety pins  
 individually wrapped moist cleansing wipes  
 one pair of disposable gloves.  

No medicine/tablets are to be kept in the first aid boxes 
 
 
Defibrillator 
For use on someone who has suffered cardiac arrest. 
This is kept in the front kitchen adjacent to the microwave. Its operation is self -
explanatory as the machine talks through each stage. Child pads are installed 
and adult pads are available in the carry pouch. 
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How To Use an Automated External 

Defibrillator 

Before using an automated external defibrillator (AED) on someone who you 

think is having sudden cardiac arrest (SCA), check him or her. 

If you see a person suddenly collapse and pass out, or if you find a person 
already unconscious, confirm that the person can't respond. Shout at and 

shake the person to make sure he or she isn't sleeping. 

Never shake an infant or young child. Instead, you can pinch the child to try 
to wake him or her up. 

Call 9–1–1 or have someone else call 9–1–1. If two rescuers are present, one 

can provide CPR (cardiopulmonary resuscitation) while the other calls 9–1–1 
and gets the AED. 

Check the person's breathing and pulse. If breathing and pulse are absent or 
irregular, prepare to use the AED as soon as possible. (SCA causes death if 

it's not treated within minutes.) 

If no one knows how long the person has been unconscious, or if an AED isn't 
readily available, do 2 minutes of CPR. Then use the AED (if you have one) to 

check the person. 

After you use the AED, or if you don't have an AED, give CPR until 
emergency medical help arrives or until the person begins to move. Try to 

limit pauses in CPR. 

After 2 minutes of CPR, you can use the AED again to check the person's 
heart rhythm and give another shock, if needed. If a shock isn't needed, 
continue CPR. 

Using an Automated External Defibrillator 

AEDs are user-friendly devices that untrained bystanders can use to save the 
life of someone having SCA. 

Before using an AED, check for puddles or water near the person who is 

unconscious. Move him or her to a dry area, and stay away from wetness 
when delivering shocks (water conducts electricity). 

http://www.nhlbi.nih.gov/health/health-topics/topics/scda/
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Turn on the AED's power. The device will give you step-by-step instructions. 
You'll hear voice prompts and see prompts on a screen. 

Expose the person's chest. If the person's chest is wet, dry it. AEDs have 

sticky pads with sensors called electrodes. Apply the pads to the person's 
chest as pictured on the AED's instructions. 

Place one pad on the right center of the person's chest above the nipple. 

Place the other pad slightly below the other nipple and to the left of the 
ribcage. 

Automated External Defibrillator 

 

The image shows a typical setup using an automated external defibrillator 
(AED). The AED has step-by-step instructions and voice prompts that 
enable an untrained bystander to correctly use the machine. 

Make sure the sticky pads have good connection with the skin. If the 

connection isn't good, the machine may repeat the phrase "check 
electrodes." 
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If the person has a lot of chest hair, you may have to trim it. (AEDs usually 
come with a kit that includes scissors and/or a razor.) If the person is 

wearing a medication patch that's in the way, remove it and clean the 
medicine from the skin before applying the sticky pads. 

Remove metal necklaces and underwire bras. The metal may conduct 

electricity and cause burns. You can cut the center of the bra and pull it away 
from the skin. 

Check the person for implanted medical devices, such as 

a pacemaker orimplantable cardioverter defibrillator. (The outline of these 
devices is visible under the skin on the chest or abdomen, and the person 
may be wearing a medical alert bracelet.) Also check for body piercings. 

Move the defibrillator pads at least 1 inch away from implanted devices or 

piercings so the electric current can flow freely between the pads. 

Check that the wires from the electrodes are connected to the AED. Make 
sure no one is touching the person, and then press the AED's "analyze" 

button. Stay clear while the machine checks the person's heart rhythm. 

If a shock is needed, the AED will let you know when to deliver it. Stand clear 
of the person and make sure others are clear before you push the AED's 

"shock" button. 

Start or resume CPR until emergency medical help arrives or until the person 
begins to move. Stay with the person until medical help arrives, and report 

all of the information you know about what has happened. 

 
  

http://www.nhlbi.nih.gov/health/health-topics/topics/pace/
http://www.nhlbi.nih.gov/health/health-topics/topics/icd/

