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Policy Links
This policy coordinates with:

? Safeguarding
2 Complaints
? Risk Management
? Health and Safety
2 Supporting Pupils with Medical Conditions
? Information Management and Data Retention
? Educational Visits
Procedure Links

2 Infection Control

2 Spillage Procedure

2 Accident/Incident Report Form

? Medical Procedures — Diabetes, Epilepsy, Anaphylaxis and Asthma



Statement of Intent

Schools within the Advance Learning Partnership are committed to providing emergency first aid
provision in order to deal with accidents and incidents involving staff, pupils and visitors. The
arrangements within the policy are based on results of suitable and sufficient Risk Assessments
carried out by the school in regard to all staff, pupils and visitors.

The school will take every reasonable precaution to ensure the safety and wellbeing of all staff,
pupils, and visitors.

The policy aims to:

e Ensure that the school has adequate, safe, and effective first aid provisions for every pupil,
member of staff and visitor to be well looked after in the event of any illness, accident, or
injury no matter how major or minor.

e Ensure that staff and pupils are aware of the procedures in the event of any illness, accident,
or injury.

e Ensure that medicines are only administered at the school when express permissions have
been granted for this by a pupil’s parent or carer.

e Ensure that all medicines are appropriately stored.

e Promote effective infection control.

Nothing in this policy will affect the ability of any person to contact the emergency services in the
event of a medical emergency. For the avoidance of doubt, staff should dial 999 in the event of a
medical emergency before implementing the terms of this policy and make clear arrangements for
liaising with the ambulance service on the school site.

1. Aims

The aims of our First Aid Policy are to:

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

e Ensure that staff and members of the Academy Council are aware of their responsibilities with
regards to health and safety.

e 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 Health and Safety at Work etc. Act 1974

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 1999, which require employers to
carry out risk assessments, make arrangements to implement necessary measures, and
arrange for appropriate information and training.



https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.legislation.gov.uk/ukpga/1974/37/contents
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made

e 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 Department for Education ‘Early years foundation stage (EYFS) statutory framework’

e Department for Education-Supporting pupils at school with medical conditions, contains both
statutory guidance and non-statutory advice.

e Department for Education ‘Promoting and supporting mental health and wellbeing in schools
and colleges’ contains information linked to Youth Mental Health First Aid.

e Department for Education-Automated external defibrillators (AEDs): a guide for maintained
schools and academies, is intended to provide schools with an overview of the various issues
they may wish to consider when installing and maintaining automated external defibrillators
(AEDs) on their premises.

e The Road Vehicles (construction and use) Regulations 1986, which aim to ensure that vehicles
are made to high standards, to ensure that such standards are maintained while in use and

that they are roadworthy.

This policy complies with our funding agreement and Articles of Association.

3. Roles and Responsibilities
3.1 Responsibilities

It is noted that where an Early Years Foundation Stage provision is in place, at least 1 person on
site must have a current paediatric first aid (PFA) certificate and must be on the premises at all
times.

Under The Health and Safety (First Aid) Regulations 1981 employers are responsible for providing
adequate and appropriate equipment, facilities, and personnel to ensure their employees receive
immediate attention if they are injured or taken ill at work. HSE has published detailed First Aid
guidance to help employers comply with the regulations and offers practical advice on what they
need to do.

We will ensure we have a sufficient number of suitably trained first aiders to care for employees in
case they are injured at work. The minimum legal requirement is to have an ‘appointed person’ to
take charge of first aid arrangements. The appointed person does not need to be a trained first
aider.

Following an assessment of need, taking into account the nature of employees' work, the number of
staff, and the location of the school we have a bank of trained first aiders throughout the school. A
list of staff who are qualified to provide first aid is displayed around the school site.

Best endeavours will be made to provide first aid provision while people are on the school premises
throughout the school year.


http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
https://www.gov.uk/government/publications/early-years-foundation-stage-framework--2
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/803956/supporting-pupils-at-school-with-medical-conditions.pdf
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/843393/AED_guide_for_schools_Sept2019_v2_accessible.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/843393/AED_guide_for_schools_Sept2019_v2_accessible.pdf
https://www.legislation.gov.uk/uksi/1986/1078/contents/made
https://www.hse.gov.uk/firstaid/
https://www.hse.gov.uk/firstaid/

First aid provision will be available when staff and pupils are working elsewhere on school activities
including any off-site activity such as educational visits. The regulations require employers to provide
adequate and appropriate equipment, facilities and personnel based on a First Aid Risk Assessment.
The First Aid Risk Assessment is completed by the Office Manager on at least an annual basis.

3.2 Roles and Responsibilities
The Academy Council are responsible for:

e The ultimate responsibility for health and safety matters in the school, but delegate
operational matters and day-to-day tasks to the Head teacher, Estates manager and staff
members.

e The overarching development and implementation of this policy and all corresponding
procedures.

e Ensuring that the relevant risk assessment, and assessments of the first aid needs of the
school, have been conducted.

e Ensuring that there is a sufficient number of appointed first aiders within the school based
upon these assessments.

e Ensuring that there are procedures and arrangements in place for first aid during off-site or
out-of-hours activities, e.g. educational visits or parent/carers’ evenings.

e Ensuring that insurance arrangements provide full cover for any potential claims arising from
actions of staff acting within the scope of their employment.

e Ensuring that appropriate and sufficient first aid training is provided for staff and ensuring
that the processes are in place to validate that staff who have undertaken training have
sufficient understanding, confidence and expertise in carrying out first aid duties.

e Ensuring that adequate first aid equipment, resources and facilities are provided for the
school site.

e Ensuring that first aid provisions for staff do not fall below the required standard and that
provision for pupils and others complies with the relevant legislation and guidance.

e Ensuring that an ‘appointed person’ is selected from amongst staff to take the lead in first
aid arrangements and procedures for the school.

The minimum first aid provision for the school is:

e Asuitable first aid container stocked in accordance with the findings of the first aid needs
assessment and holding at least the minimum requirements suggested by HSE.

e An Appointed Person to take charge of first aid arrangements.

e There is at least one member of staff with a current and full paediatric first aid (PFA) certificate
on the premises and available at all times when pupils are present, and accompanying pupils on
any and all outings taken.

¢ Information for employees detailing the location of equipment, facilities, and personnel.



https://www.hse.gov.uk/firstaid/

Where an assessment of first aid needs identifies that a designated first aider is not required, the
minimum requirement is for an appointed person to take charge of the first aid arrangements,
including looking after the equipment and facilities, and calling the emergency services when
required. Arrangements should be made for the appointed person to be available to undertake
these duties at all times when people are at work. HSE First aid at work guidance is available.

Section 3.3 below sets out the expectations of appointed persons as set out in the 1981 First Aid
Regulations and the DfE guidance listed in Section 2.

3.3 Appointed person(s) and first aiders

The school should have at least one ‘appointed person’ to oversee first aid provision. The
appointed person is not the same as a first aider, and therefore must not conduct any first aid for
which they have not been trained. The appointed person should, at least, be trained in emergency
procedures as outlined below.

The Appointed Person is responsible for:
e Overseeing the school’s first aid arrangements.
e Taking charge when someone becomes injured or becomesiill.
e Ensuring that inspections are regularly undertaken of the first-aid equipment, e.g. restocking
the first aid container.
e Ensuring that an ambulance or other professional medical help is summoned when
appropriate.
e Calling the emergency services where necessary.
e Maintaining injury and illness records as required.
e Partaking in an appointed person’s course, emergency first aid training and first aid at work,
to ensure they have knowledge of:
- What to do in an emergency.
- How to assess and monitor a casualty.
- First aid for the unconscious causality.
- First aid for someone who is having a seizure.
- Maintain injury illness records as required.
- Paediatric first aid.

The schools named first aiders will be displayed prominently around the school site. An example of a
first aid poster is in Appendix 4.

Office Managers are to update the First Aider Posters around the school site as appropriate.

First aiders are trained and qualified to carry out the role (see Section 11) and are responsible for:

e Acting as first responders to any incidents; they will assess the situation where there is an
injured or ill person and provide immediate and appropriate treatment.

e Contacting the class teachers if the pupil needs to be sent home.

e Completing the Electronic Accident Report Form on the same day, or as soon as is reasonably
practicable, after an incident.

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


https://www.hse.gov.uk/firstaid/publications.htm
https://forms.office.com/Pages/ResponsePage.aspx?id=eJ6LOO24uEmMDuebv_ZRCEwdVyJni0JEgPZoeiqNyh1UQjY5S1BGTUlOWjNLWlJKSlpJOFE1M0VFTS4u&fromie=true

Ensuring that an ambulance or other professional medical help is summoned where
appropriate/direct parent/carers in relation to further medical support needed.

The schools appointed person(s) and first aiders are logged in Appendix 2.

It is emphasised that qualified First Aiders are NOT trained doctors or nurses.
3.4 The Headteacher

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

The day-to-day development and implementation of this policy and its related procedures.
Ensuring that appropriate risk assessments are in place for the premise and activities staff
and pupils undertake.

Ensuring that an appropriate number of appointed persons and/or trained first aid
personnel are present in the school at all times/ supporting educational visits.

Ensuring that adequate space is available for catering to the medical needs of pupils.
Reporting specified incidents to the HSE when necessary (see Section 9) (Delegated to the
ALP Health and Safety Manager).

3.5 Office Manager

Ensuring that first aiders have an appropriate qualification, keep training up to date and
remain competent to perform their role.

Ensuring that an appropriate First Aid risk assessment is completed, and appropriate
measures are put in place. It is noted that the First Aid risk assessment template is held on the
Health and Safety Teams Sharepoint page within the Health and Safety Manual.

Ensuring first aid kits are supplied/make available for educational visits.

Ensure that there is always a sufficient number of first-aid personnel available on site at all
times to provide adequate cover to all areas of the school.

3.6 Staff

School staff are responsible for:

Ensuring they follow first aid procedures.

Ensuring they know who the first aiders are in school.

Completing the where incidents warrant significant first aid
treatment.

Informing the Head teacher or their manager of any specific health conditions or first aid
needs that they have.

3.7 First Aiders and appointed persons

The main duties of first aiders will be to administer immediate first aid to pupils, staff or
visitors, and to ensure that an ambulance or other professional medical help is called when
necessary.

The school will ensure that all first aiders hold a valid certificate of competence, issued by the
organisation, and that refresher training and retesting of competence is arranged for first
aiders within the school before certificates expire.


https://alplearning.sharepoint.com/sites/ALPHS/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FALPHS%2FShared%20Documents%2FH%26S%20Manual%2FFirst%20Aid&viewid=5e684ee8%2Da140%2D41f8%2Db96b%2D94eff9c80d79
https://forms.office.com/Pages/ResponsePage.aspx?id=eJ6LOO24uEmMDuebv_ZRCEwdVyJni0JEgPZoeiqNyh1UQjY5S1BGTUlOWjNLWlJKSlpJOFE1M0VFTS4u&fromie=true

The school will be mindful that many standard first aid at work training courses do not
include resuscitation procedures for children and will consequently ensure that appropriate
training is secured for first-aid personnel where this has not already been obtained.
First aiders will ensure that their first aid certificates are kept up-to-date through liaison with
the Office Manager.
First aiders will be responsible for ensuring all first aid kits are properly stocked and
maintained. The appointed person will be responsible for maintaining supplies.
First aid notices will be clearly displayed throughout the school with information on the names
and locations of first aiders to ensure that pupils and staff know who they must contact in the
event of illness or injury.
The school will ensure that there is always a sufficient number of first-aid personnel
available on site at all times to provide adequate cover to all areas of the school.
EYFS - In line with government guidance and taking into account staff: child ratios, the
school will ensure that there is at least one member of staff with a current and full
paediatric first aid (PFA) certificate on the premises and available at all times when pupils
are present and accompanying pupils on any and all outings taken.
EYFS -The school will ensure that PFA certificates are renewed every three years, and that
training meets the criteria set out in Annex A of the ‘Early Years Foundation Stage (EYFS)
statutory framework’.
EYFS -The school will display staff PFA certificates or a list of staff who have a current PFA
certificate and make this information available to parents.
All staff members will be made aware that agreeing to become a first aider for the school is
strictly on a voluntary basis and that they should never feel pressured to take on this role.
When selecting first aiders, the school will follow the criteria laid out in government
guidance, considering the individual’s:

o Reliability and communication skills.

o Aptitude and ability to absorb new knowledge and learn new skills.

o Ability to cope with stressful and physically demanding emergency procedures.

o Availability to respond immediately to an emergency.
The school will ensure that first aid training courses cover mental health in order to help them
recognise the warning signs of mental ill health and to help them develop the skills required
to approach and support someone, while keeping themselves safe.

4, In-School Procedures

4.1 Emergency provision

The Office Manager will routinely re-evaluate its first aid arrangements through a risk assessment, at

least annually, to ensure that these arrangements continue to be appropriate for hazards and risks
on the school premises, the size of the school, the needs of any vulnerable individual’s onsite, and
the nature and distribution of pupils and staff throughout the school.

The Office Manager will ensure that the school holds suitably stocked first aid boxes in line with the
assessment of needs. Where there is no special risk identified in the assessment of needs, the school

will maintain the following minimum provision of first aid items:

A leaflet giving general advice on first aid.
20 individually wrapped sterile adhesive dressings, of assorted sizes.



e 2 sterile eye pads

e 2individually wrapped triangular bandages, preferably sterile.

e 6 safety pins

e 6 medium-sized individually wrapped sterile unmedicated wound dressings.
e 2 large-sized individually wrapped sterile unmedicated wound dressings.

e 3 pairs of disposable gloves

All first aid containers will be identified by a white cross on a green background.

The appointed person will identify staff members who will routinely examine the contents of first aid
boxes, including any mobile first aid boxes for offsite use — these will be frequently checked and
restocked as soon as possible after use. Items will be safely discarded after the expiry date has passed.
Records of inspections will be uploaded to the electronic management system.

First aid boxes are usually in the following areas, depending on the size of the school:

e Main Reception
e EYFS

o KeyStagel

e Key Stage 2

e Main Hall

e Main Kitchen

No medication is kept in first aid kits.

Eye wash stations are usually located in the following areas:
e Designated cleaning cupboards
e Main kitchen

4.2 Off-site procedures

Before undertaking any offsite Educational Visits or events, the member of staff organising the trip
or event will assess the level of first aid provision required by undertaking a suitable and sufficient
risk assessment of the visit or event and the persons involved.

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

e A mobile phone fully charged.
e Anportable first aid kit including, at a minimum:
o Aleaflet giving general advice on first aid.
6 individually wrapped sterile adhesive dressings.
1 large sterile unmedicated dressing.
2 triangular bandages-individually wrapped and preferably sterile.
2 safety pins.
Individually wrapped moist cleaning wipes.
o 2 pairs of disposable gloves.
e Information about the specific medical needs of pupils.
e Parent/carers’ contact details.

O O O O O


https://www.zafety.co.uk/eye-wash-pod-20ml-station-complete-with-10-pods-and-2-eye-pads/?msclkid=1c2b799201db14df8ed71dd44962a0d1
https://www.hse.gov.uk/simple-health-safety/firstaid/what-to-put-in-your-first-aid-kit.htm

Risk assessments will be completed by the Educational Visits Coordinator (EVC)/Group Leader and
approved through the Evolve system, prior to any educational visit that necessitates taking pupils off
school premises.

When transporting pupils using a minibus or other large vehicle, the school will make sure the
vehicle is equipped with a clearly marked first aid box containing, at minimum:

e 1 conforming disposable bandage (not less than 7.5cm wide).

e 10 antiseptic wipes, foil packed.

e 2 triangular bandages.

e 1 packet of 24 assorted adhesive dressings.

e 3 large sterile unmedicated ambulance dressings (not less than 15cm x 20cm).
e 2 sterile eye pads, with attachments.

e 12 assorted safety pins.

e 1 pair of rustproof blunt-ended scissors.

There will always be at least 1 qualified first aider with a current paediatric first aid (PFA)
certificate on school trips and visits, as required by the statutory framework for the Early Years
Foundation Stage.

First Aid needs will be assessed where educational visits are taking place.

For more information about the school’s educational visits requirements, please see the Educational
Visit Policy.

5. Accommodation

Where the school site allows, the school’s first aid room will be suitable to use as and when needed,
and any additional medical accommodation will be available in accordance with the school’s first aid
needs assessment.

The first aid room will be used to enable the medical examination and treatment of pupils and for
the short-term care of sick pupils. It should:

® Have washable surfaces and adequate heating, ventilation, and lighting.

® Be kept clean, tidy, accessible, and available for use at all times, when employees are at
work.

® Display a notice on the door which advises the name, location, and where appropriate
contact details of first aiders.

6. Emergency Procedures

If anincident, illness or injury occurs, the member of staff in charge will assess the situation and decide
on the appropriate course of action, which may involve calling for an ambulance immediately or calling
for a first aider.

If called, a first aider will assess the situation and take charge of first aider administration. If the first
aider does not consider that they can adequately deal with the presenting condition by the
administration of first aid, then they will arrange for the injured person to access appropriate medical
treatment without delay.



Where an initial assessment by the first aider indicates a moderate to serious injury has been
sustained, or the individual has become seriously unwell, a responding staff member will call 999
immediately.

Where necessary, a trained staff member will administer emergency help and first aid to all injured
persons. The purpose of this is to keep the victim alive and, if possible, comfortable, before
professional medical help arrives. In some situations, immediate action can prevent the accident from
becoming increasingly serious, or from involving more victims. Where the seriously injured or unwell
individual is a pupil, the following process will be followed:

e Aresponding staff member calls 999 immediately and follows the instructions of the operator
— this may include the administering of emergency first aid.

e Parent/carers are contacted.

e Where an ambulance is required, and where the parent/carer is not available a staff member
accompanies the pupil in the ambulance and calls the pupil’s parent as soon as possible to
inform them of the course of action taken. The staff member remains with the pupil at the
hospital until a parent arrives.

e Where an ambulance is not required, but medical attention is needed, parent/carers are
contacted. Where parent/carers are not available and the pupil needs medical support, the
pupil is taken to a hospital or doctor in a staff car, accompanied by at least two staff members
— one to drive the car, and one who is a first aider, to sit with the pupil in the back seat and
attend to their medical needs. The pupil’s parent/carer is called as soon as possible to inform
them that this course of action has been taken, and at least one of the staff members remains
with the pupil at the hospital or doctor’s office until a parent/carer arrives.

e The school will ensure that no further injury can result from any incidents that occur, either
by making the scene of the incident safe, or, if they are fit to be moved, by removing injured
persons from the scene.

e Responding staff members will see to any pupils who may have witnessed the incident or its
aftermath and who may be worried or traumatised, despite not being directly involved. These
pupils will be escorted from the scene of the incident and comforted. Younger or more
vulnerable pupils may need parental/carer support to be called immediately.

e The supervising member of staff/the first aider will complete the Electronic Accident Report
Form on the same day or as soon as is reasonably practical after an incident resulting in
significant injury.

Once the above action has been taken, details of the incident will be reported promptly to:

e The Headteacher.
e The ALP Health and Safety Manager via email/telephone

The school is aware that responding to an incident can be stressful for the first aider, and that
following an incident, the first aider may require support. This may take the form of a debrief from
any ambulance crew on scene, an appointment with their GP, or mental health support from external
helplines and websites located at the bottom of the government page ‘Promoting and supporting
mental health and wellbeing in schools and colleges’.
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https://forms.office.com/Pages/ResponsePage.aspx?id=eJ6LOO24uEmMDuebv_ZRCEwdVyJni0JEgPZoeiqNyh1UQjY5S1BGTUlOWjNLWlJKSlpJOFE1M0VFTS4u
https://forms.office.com/Pages/ResponsePage.aspx?id=eJ6LOO24uEmMDuebv_ZRCEwdVyJni0JEgPZoeiqNyh1UQjY5S1BGTUlOWjNLWlJKSlpJOFE1M0VFTS4u
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges
https://www.gov.uk/guidance/mental-health-and-wellbeing-support-in-schools-and-colleges

7. Storage of Medication

e Maedicines will be stored securely and appropriately in accordance with the Supporting
Pupils with Medical Conditions Policy individual product instructions, except where
individual pupils have been given responsibility for keeping such equipment with them.
Medicines will be stored in the original container in which they were dispensed, together
with the prescriber's instructions for administration, and properly labelled, showing the
name of the patient, the date of prescription and the date of expiry of the medicine.

e Maedicine brought in by pupils will be returned to their parent/carers for safe disposal when
they are no longer required or have expired.

e An emergency supply of medication will be available for pupils with medical conditions that
require regular medication or potentially lifesaving equipment, e.g. an EpiPen.

e Parent/carers will advise the school when a child has a chronic medical condition or severe
allergy so that an Individual Healthcare Plan (IHP) can be implemented, and staff can be
trained to deal with any emergency in an appropriate way. Examples of this include epilepsy,
diabetes, and anaphylaxis.

e Pupils will have any medication stored and, where appropriate administered, in accordance
with their EHCP, IHP plans and the schools Supporting Pupils with Medical Conditions Policy.

8. Automated External Defibrillator (AEDs)

The school has at least one AED on the site. The AED is clearly identified within the school.

Where the use of the AED is required, individuals will follow the step-by-step instructions displayed
on the device. Where possible AED training is included in the first aid training that staff undertake.

An Identified staff member is responsible for inspecting the AED on a weekly basis and findings
recorded on the electronic recording system.

AED posters are located around the school site. See Appendix 5.

9. Record-Keeping and Reporting
9.1 First aid and Recording/Reporting

The appointed person/first aider/admin team will ensure that records are kept of any injuries,
accidents, or illnesses, as well as any first aid treatment that is given - this will include:

e Local records are maintained by the school in relation to minor injuries sustained by pupils
e.g. bumps/grazes.
e An electronic accident form will be completed by the first aider/admin team on the same
day or as soon as possible after an incident resulting in an injury using the following link:
o ALP Accident/Incident/Work Related IlI- Health or Near-Miss Report Form - any
issues accessing this form please contact the Health and Safety Manager on: 07443
071738.

e Where a member of staff is expected to be absent from work for more than 7 days due to a
work-related incident the Office Manager will inform:
alphealthandsafety@alplearning.org.uk

e As much detail as possible should be supplied when reporting an accident.

e A note of the incident is recorded on the pupil’s educational record by the allocated member
of staff within school.

11


https://forms.office.com/Pages/ResponsePage.aspx?id=eJ6LOO24uEmMDuebv_ZRCEwdVyJni0JEgPZoeiqNyh1UQjY5S1BGTUlOWjNLWlJKSlpJOFE1M0VFTS4u&fromie=true
mailto:alphealthandsafety@alplearning.org.uk

e Records held in relation to first aid and accidents will be retained by the Health and Safety
Manager 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.

9.2 Reporting to the Health and Safety Executive (HSE)

The Trust’s Health and Safety Manager 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 Health and Safety Manager will report these to the Health and Safety Executive as soon as is
reasonably practicable and in any event within 10 days of the incident.

Reportable injuries, diseases or dangerous occurrences include:

e Death
e Specified injuries, which are:
o 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.
e 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)
e Where an accident leads to someone being taken to hospital
e 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.

O 0O O O O O O

9.3 Reporting to Parent/Carers
The EYFS will notify parents/carers of an accident or injury to their child.

In the event of incident or injury to a pupil, a parent/carer will be informed as soon as practicable,
where need identified in relation to the injury sustained. In the event of a serious injury or an
incident requiring emergency medical treatment, identified staff will telephone the pupil’s
parent/carer as soon as possible.

Parents/carers will be informed when head injury occurs this maybe verbally/or in writing, whether
minor or major, and be given guidance on the action to take if symptoms develop.

A list of emergency contacts will be kept on the school’s pupil information management system.
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The appointed person will ensure that records are kept of any injuries, accidents or illnesses, as well
as any first aid treatment that is given — this will include:

e The date, time and place of the incident.

e The name and class of the injured or ill person.

e Details of the injury or illness and what first aid was given.

e Details of what happened to the person immediately afterwards, e.g. whether they were sent
home or went back to class.

e The name and signature of the first aider or person dealing with the incident.

The Headteacher will ensure that any injury or accident that must be reported to the HSE or LA under
RIDDOR obligations is reported in a timely and detailed manner.

All records will be filed and stored in line with the Information Management Policy & Data Retention
Policy.

9.4 EYFS Reporting to Ofsted and child protection agencies.

The Headteacher will notify Ofsted of any serious accident, illness or injury to, or death of, a pupil
while in the school’s care. This will happen as soon as is reasonably practicable, and no later than 14
days after the incident.

The Headteacher will also notify the CEO, Health and Safety Manager and the Safeguarding Lead of
any serious accident or injury to, or the death of, a pupil while in the school’s care.

10. lliness and Allergies

When a pupil becomes ill during the school day, their parent/carer will be contacted and asked to
pick their child up as soon as possible.

A quiet area will be set aside for withdrawal and for pupils to rest while they wait for their
parent/carer to pick them up. Pupils will be monitored during this time.

Where a pupil has an allergy, this will be addressed via the school's Individual Healthcare Plan (IHP).

The school will manage any emergencies relating to illnesses and allergies in accordance with the
emergency procedures section of this policy.

11. Training

All school staff can undertake first aid training if they would like to.

The school will ensure that all first aiders hold a valid certificate of competence, issued by a qualified
organisation or provider.

The school will keep a log of all trained first aiders, what training they have received and when this is
valid until (see Appendix 2).

Staff are encouraged to renew their first aid training when it is no longer valid. The staff member
should contact the Office Manager 2 months before the end of the certificate expiration if they have
not already been contacted by the Office Manager.

A list of First Aid Training providers is located in Appendix 4.
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Mental Health First Aiders - The Headteacher is aware of the training available to staff members in
relation to Mental Health First Aid.

12. Consent

Parents will be asked to complete and sign a medical consent form when their child is admitted to
the school, which includes emergency numbers, alongside details of allergies and chronic conditions
—these forms will be updated at the start of each school year.

Staff will not act ‘in loco parentis’ in making medical decisions as this has no basis in law. Staff will
always aim to act and respond to accidents and illnesses based on what is reasonable under the
circumstances and will always act in good faith while having the best interests of the pupil in mind —
guidelines will be issued to staff in this regard.

13. Monitoring Arrangements

Staff will be required to familiarise themselves with this policy as part of their induction procedure.
Staff will be informed of the arrangements that have been made in connection with the provision of
first aid, including the location of equipment, facilities, and personnel.

This policy will be reviewed by the Health and Safety Manager.

At every review, the policy will be approved in accordance with the Trust’s Scheme of Delegation
and any changes will be communicated to all members of staff.

Complaints

All complaints should be raised with the school in the first instance.

The details of how to make a formal complaint can be found in the School Complaints Policy

Safeguarding/Wellbeing

We are committed to safeguarding and promoting the welfare of all children as the safety and
protection of children is of paramount importance to everyone in this school. We work hard to
create a culture of vigilance and at all times we will ensure what is best in the interests of all
children.

We believe that all children have the right to be safe in our society. We recognise that we have
a duty to ensure arrangements are in place for safeguarding and promoting the welfare of
children by creating a positive school atmosphere through our teaching and learning, pastoral
support, and care for both pupils and school personnel, training for school personnel and with
working with parent/carers. We teach all our children about safeguarding.

We work hard to ensure that everyone keeps careful watch throughout the school and in
everything we do for possible dangers or difficulties. We want all children to feel safe at all times.
We want to hear their views of how we can improve all aspects of safeguarding and from the
evidence gained we put into place all necessary improvements.

If a member of staff has any concerns in relation to the child’s welfare/wellbeing the member of
staff should log this on CPOMS and speak with the Designated Safeguarding Lead, or appropriate
team member. Further guidance can be found in the Safeguarding Policy.
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https://www.sja.org.uk/courses/workplace-mental-health-first-aid/

Equality and Diversity

Under the Equality Act 2010 we have a duty not to discriminate against people on the basis of age,
race, disability, gender reassignment, sexual orientation, sex, marriage & civil partnership, pregnancy
& maternity, religion/ belief or political/ other personal beliefs.

We believe that this policy is in line with the Equality Act 2010, as it is fair, it does not prioritize or
disadvantage any staff member and it helps to promote equality across the Trust.

Modern Slavery

Advance Learning Partnership (Trust) is committed to ensuring that modern slavery and human
trafficking are prevented from taking place within the Trust and its supply chain.

The Trust is committed to sourcing responsibly and improving our practices to combat slavery
and human trafficking in our business and supply chain

Accessibility Statement

We are committed to ensuring that our policies are accessible to all individuals. If you require this
policy document in an alternative format, such as Braille, large print, or another language, please do
not hesitate to contact our office. Immersive Reader tools are a useful way for an enhanced reading
experience. PDF and word have this as a function. Your accessibility needs are important to us, and
we are here to assist you in any way possible.

Control of Documents- Records/Policies

Document Name Staff Member

First Aid Policy - Primary Bev Jones
Description Name / Title Signature Date
Prepared by Person who updated policy Bev Jones 23.05.2025
1t - Approved by Person who approved policy ELT June 2025
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Appendix 1: Accident/Incident Report Form Link
Accident/Incident/Work related lll-Health or Near Miss Report Form.

Appendix 2: Log of [appointed person(s) for first aid and/or trained first aiders]

Name of First Aider

Type of Certificate (FAW,
Paediatric, etc.)

Training Expiry Date

Signature of First Aider
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https://forms.office.com/Pages/ResponsePage.aspx?id=svehDpO3dkuMLSYORFxG0OymTZSIQTBAkebiXzMUjUFUMFNOVU1QWFdWODFINUo4QzNRSjJIWU83NC4u

Appendix 3: First Aid Poster

e

FIRST AIDERS
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Appendix 4: List of First Aid Providers

First Aid Provider

Contact Details

HELP! First Aid Training (Shildon)

HELP!

craig@helpfirstaidtraining.co.uk

Shildon Business Centre, Dabble Duck Industrial Estate, Shildon
01388 417303

The Workplace (Newton Aycliffe)

The Work Place
Heighton Lane, Aycliffe Business Park, Newton Aycliffe
01325 375900

NC Group - lan Nelson

lan.nelson@ncgroupltd.co.uk
07725 314531

FANE LTD

FANE Training
Unit 1 Derwentside Business Centre, Consett, DH8 6BP
01207 693828

British Red Cross First Aid Training

Red Cross First Aid
Unit 2, Adelaide Court, Belmont Business Park, Gilesgate
03448 718000

Industry Safety Training - Jeff Doige

info@industrysafetytraining.co.uk
07725 314531

*Schools can choose their own first aid provider.
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https://www.helpfirstaidtraining.co.uk/contact.php
mailto:craig@helpfirstaidtraining.co.uk
https://twpa.org.uk/
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https://www.fanetraining.uk/
https://www.redcross.org.uk/first-aid
mailto:info@industrysafetytraining.co.uk

Appendix 5: AED Location Poster

AED LOCATION

Location -
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