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1.0 Aims 

Streatley CE Primary School is committed to caring for, and protecting, the health, safety 

and welfare of its pupils, staff and visitors. We confirm our adherence to the following 

standards at all times: 

 To make practical arrangements for the provision of First Aid on our premises, during 

off-site sport and on school trips/visits. 

 To ensure that trained First Aid staff renew, update or extend their HSE approved 

qualifications at least every three years. 

 To have a minimum of 4 pediatrics and 1 First Aid at Work trained First Aider.  See 

Appendix 1 for our current first aider list. 

 To ensure that a trained first aider accompanies every off-site visit and activity.  

 To record accidents and illnesses appropriately, reporting to parents and the Health & Safety 

Executive under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 

(1995). (RIDDOR) 

 To provide accessible first aid kits at various locations on site, along with a portable kit 

for trips, excursions and sport. 

 To record and make arrangements for pupils and staff with specific medical conditions. 

 To deal with the disposal of bodily fluids and other medical waste accordingly, providing 

facilities for the hygienic and safe practice of first aid. 

 To contact the medical emergency services if they are needed, informing next of kin 

immediately in such a situation. 

 To communicate clearly to pupils and staff where they can find medical assistance if a 

person is ill or an accident has occurred. 

 To communicate clearly to parents or guardians if a child has sustained a bump to the 

head at school, however minor, and to communicate in writing in relation to every 

instance of accident or first aid or the administration of medicine for pupils. 

2.0 Roles and responsibilities 

West Berkshire Council has ultimate responsibility for health and safety matters in the 

school, but delegates responsibility for the strategic management of such matters to the 

school’s governing board. 

The governing board delegates operational matters and day-to-day tasks to the 

Headteacher and staff members. 

2.1 Headteacher 

The Headteacher 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. 
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 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 on Crest or to the HSE when necessary. 

2.2 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 for all incidents they attend to where a first aider is not 

called. 

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

2.3 Appointed Person 

The responsibilities of the appointed person is split between the Headteacher and Office 

staff who will are responsible for: 

 Ensuring that all staff and pupils are familiar with the school’s first aid and medical 

procedures - included in the new staff induction completed by office staff. 

 Ensuring that all staff are familiar with measure to provide appropriate care for 

pupils with particular medical needs (e.g. Diabetic needs, Epi-pens, inhalers). 

 Ensuring any medication requiring refrigeration will be kept in the first aid fridge. 

 Ensuring that a list is maintained and available to staff of all pupils with particular 

medical needs and appropriate measures needed to care for them. 

 Monitoring and re-stocking supplies and ensure that first aid kits are replenished 

termly. 

 Ensuring that the school has an adequate number of appropriately trained First 

Aiders. 

 Co-ordinating First Aiders and arrange for training to be renewed as necessary. 

 Maintaining adequate facilities. 

 Ensuring that correct provision is made for pupils with special medical requirements 

both in school and on off-site visits. 

 On a monthly basis, review First Aid records to identify any trends or patterns and 

report to the Health and Safety committee 

 Fulfilling the school’s commitment to report to RIDDOR, as described below 

 Liaising with managers of external facilities, such as the local sports facilities, to 

ensure appropriate first aid provision. 

 Contacting emergency medical services as required. 

 Maintaining an up-to-date knowledge and understanding of guidance and advice 

from appropriate agencies 
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2.4 First Aiders 

Trained first aiders are responsible for: 

 Providing appropriate care for pupils or staff who are ill or sustain and injury. 

 Recording all accidents in the accident log book (to be found in the first aid room).  

 Recording any injury to the head, however minor, ensuring that a text from the office 

is sent to parents/guardians and a copy of the accident log book is sent home with the 

child. 

 Informing parents/guardians in the event of any accident or administration of first aid 

involving a pupil by sending home a copy of the accident log book. 

 Ensuring arrangements are made via the office with parents/guardians to collect 

children and take them home if they are deemed too unwell to continue the school 

day. 

 Inform the appointed person of all incidents where first aid has been administered. 

3.0 Risk assessment of first aid needs 

The school will review the First Aid Risk Assessment annually which is kept in the Risk 

Assessment File in the school office. 

4.0 Location of first aid facilities 

The first aid room is located outside the school office at reception for first aid treatment and 

for pupils or staff to rest/recover if feeling unwell. This includes; first aid supplies, a water 

supply and sink, a nearby toilet and hygiene supplies such as gloves and paper towels. 

A portable first aid kit must be obtained from the first aid room for school visits or off-site 

activities. 

5.0 First aid procedures 

 A member of staff or pupil witnessing an accident, injury or illness should 

immediately contact a named trained first aider (see Appendix 1) and list on Health 

& Safety notice board outside the school office. 

 Any pupil or member of staff sustaining an injury whilst at school should be seen by a 

first aider who will provide immediate first aid and summon additional help as 

needed.   

 The pupil or member of staff should not be left unattended.   

 The first aider will organise an injured pupil’s transfer to the first aid room if possible 

and appropriate and to hospital in the case of an emergency.   

 Parents should be informed as necessary by telephone by the first aider or school 

office.  This will be followed up in writing and a record kept at school.   

 A written record of all accidents and injuries is maintained in the accident book. 
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5.1 Contacting parents 

Parents should be informed by telephone as soon as possible after an emergency or 

following a serious/significant injury including: 

 Head injury  

 Suspected sprain or fracture 

 Following a fall from height 

 Dental injury 

 Anaphylaxis & following the administration of an Epi-pen 

 Epileptic seizure 

 Severe hypoglycemia for pupils, staff or visitors with diabetes 

 Severe asthma attack 

 Difficulty breathing 

 Bleeding injury (uncontrolled) 

 Loss of consciousness 

 If the pupil is generally unwell 

A member of staff will accompany the pupil until a parent arrives. Parents can be informed 

of smaller incidents at the end of the school day by the form teacher or receive a text if it 

relates to a head injury when a child remains well enough to stay in school.  

5.2 Contacting the Emergency Services 

An ambulance should be called for any condition listed above or for any injury that requires 

emergency treatment. Any pupil taken to hospital by ambulance must be accompanied by a 

member of staff until a parent arrives. All cases of a pupil becoming unconsciousness (not 

including a faint) or following the administration of an Epi-pen, must be taken to hospital. 

All staff offsite should have access to a mobile phone. 

6.0 Accident reporting 

The accident book must be completed for any accident or injury occurring at school, and off 
site. This includes any accident involving staff or visitors.  The accident book will be 
monitored by the appointed person as certain injuries require reporting (RIDDOR 
requirements). 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 

7.0 First Aid equipment and materials 

The appointed person is responsible for stocking and checking the first aid kits termly. Staff 

are asked to notify the appointed person when supplies have been used in order that they 

can be restocked.  See Appendix 2 for example stock list. 

  

http://www.hse.gov.uk/riddor/report.htm
http://www.hse.gov.uk/riddor/report.htm
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7.1 First Aid for offsite activities 

The trip organiser must ensure that at least one adult accompanying the trip has an 

appropriate first aid qualification and undertake a risk assessment. A First Aid kit for offsite 

activities must be collected from the first aid room. This must be returned for replenishing 

on return.  Any accidents/injuries must be reported to the appointed person and to parents 

and documented in the accident book in accordance with this policy. RIDDOR guidelines for 

reporting accidents must be adhered to. For any major accident or injury the appropriate 

health & safety procedure must be followed. 

All staff offsite should have access to a mobile phone. 

8.0 Pupils/staff using crutches or having limited mobility 

The school must be informed of the nature of injury and the anticipated duration of 

immobility. For pupils, parents must inform the school of any particular difficulties. The class 

teacher will arrange for a ‘class partner’ to carry books, open doors etc.  

Information about the condition will be discussed in staff meetings to enable staff to be fully 

aware of the individual’s needs. Arrangements will be made for the individual to 

arrive/leave early to allow for a safe transfer around school.   

The school will complete an individual Risk Assessment for the person in question. 

9.0 Emergency care plans and treatment boxes 

The appointed person ensures that staff are made aware of any pupil with an emergency 

care plan. These care plans are kept in the first aid room and in the school office for use in 

an ambulance. A copy is also held with the nurse team. 

Pupils with a serious medical condition will have an emergency care plan drawn up and 

agreed by the appointed person and parents.  Emergency treatment wallets must always be 

taken if the pupil is out of school. The wallets are kept in the first aid room.  All wallets must 

be returned after use. 

9.1 Pupils with medical conditions 

A list is available in each class, the school office, the kitchen and first aid room of all pupils 

who have a serious allergy or medical condition. If staff are told of any changes to the 

condition, please inform the appointed person. 

10.0 Dealing with body fluids 

In order to maintain protection from disease, all body fluids should be considered infected. 

To prevent contact with body fluids the following guidelines should be followed. 

 When dealing with any body fluids wear disposable gloves. 

 Wash hands thoroughly with soap and warm water after the incident. 

 Keep any abrasions covered with a plaster. 

 Spills of the following body fluids must be cleaned up immediately. 
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Bodily fluids include: 

Blood, Faeces, Nasal and eye discharges, Saliva, Vomit 

Paper towels should be used to soak up the excess, and then the area should be treated 

with a disinfectant solution. Never use a mop for cleaning up blood and body fluid spillages. 

All contaminated material should be double bagged and disposed of safely in the external 

waste bins. 

11.0 Intimate care 

Intimate care is any assistance that involves touching a child while carrying out a procedure 

that most children are able to do for themselves but some are unable to manage without 

help. This may involve help with eating, drinking, dressing, and matters of personal hygiene 

such as washing and toileting. In some instances, more specialised intimate assistance may 

be needed for children with physical or medical difficulties. In such cases an intimate care 

plan will be drawn up for each child requiring such assistance. 

Staff dealing with any such duties should undertake their responsibilities in such a way that 

the rights, dignity and welfare of the children is protected.  In the case of a child accidentally 

wetting or soiling themselves while on the premises. The following procedures will apply:  

 Staff to wear disposable gloves and aprons while dealing with the incident 

 Soiled nappies to be double wrapped, or placed in a hygienic disposal unit if the 

number produced each week exceeds that allowed by the Health and Safety 

Executive’s limit 

 Changing area to be cleaned after use 

 Hot water and liquid soap available to wash hands as soon as the task is completed 

 Hot air dryer or paper towels available for drying hands. 

The same precautions will apply for nappy changing.  All school staff receive Safeguarding 

training.   

12.0 Infectious diseases 

If a child is suspected of having an infectious disease advice should be sought from the 

appointed person who will follow the Health Protection Agency guidelines.  See Appendix 3. 
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Appendix 1 

 

 

 

Our First Aiders are 

 

  

 

 

 

 

 

 

 

  

Paediatric First Aiders 
Expiry 
date 

Mrs Slade Sep-25 

Mrs Robertson Sep-25 

Miss Davies Sep-25 

Mrs MacDonald Sep-25 

Miss Rumble Sep-25 

Miss Hudson Mar-25 

Health & Safety at Work  
Expiry 
date 

Lesley Roberts Jan-27 
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Appendix 2 

Item In stock? In Date? Order

Large rectangle

Standard Strip 72x19mm

Fingertip

Small strip 38x19mm

Steri-strips

Microporous tape

Large dressings

Ice Packs

Eureka Cleansing Wipes

Vomit Bags

Gloves

Eye bandage

Eye wash

Crepe bandage small

Crepe bandage large

Triangular bandage

Tweezers

Scissors

Safety pins

Cling film

Tissues

Baby wipes

Report book

Pl
as

te
rs

First Aid Stock Check.  Date        /      / 
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Appendix 3 


