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First Aid Policy 

Vision 
We fully embrace the vision stated in the Church of England’s Vision for Education ‘Deeply Christian Serving the Common Good’ published in July 2016 of educating the whole person. We aim for our children and members of the wider school community to flourish in all they do and ‘live life in all its fullness’. (John 10:10) 

Values

· We are a church school, which believes in the importance of community, where people from all races, religions and cultures act in peace together.

· Our pupils, staff and families work together as a team, with wisdom supporting each other through our learning. We have hope in our challenges and in our successes.

· We recognise the dignity and ultimate worth of each person, created in the image of God, further shaped by the person, teaching and example of Jesus. We look to the future with joy.

Date:


Autumn 2024

Review Date:
Autumn 2025
The Governors of Nutfield Church Primary School recognise that under the Health and Safety (First Aid) Act 1981 they have the same minimum legal First Aid responsibilities as in other workplaces. In addition, the Governors have an obligation to provide First Aid provision for our pupils.
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1. Aims

The aims of our first aid policy are to:

· Ensure the health and safety of all staff, pupils and visitors

· Ensure that staff and governors are aware of their responsibilities with regards to health and safety

· 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:

· 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

· 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
· Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of accident records

· The School Premises (England) Regulations 2012, which require that suitable space is provided to cater for the medical and therapy needs of pupils

3. Roles and responsibilities

3.1 Appointed persons

The school’s appointed person is Mrs Serena Fowler. She receives training every three years on Emergency First Aid at Work. She is responsible for:

· Taking charge when someone is injured or becomes ill

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

· Ensuring that an ambulance or other professional medical help is summoned when appropriate

· Ensuring that an accident report is completed on the same day, or as soon as is reasonably practicable, after an incident (see the template in Appendix 2).

Our school’s appointed persons are listed in Appendix 1. 

3.2 The Governing Body
The governing body has ultimate responsibility for health and safety matters in the school, but delegates operational matters and day-to-day tasks to the Headteacher and staff members.

3.3 The Headteacher

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

· Ensuring that an appropriate number of appointed persons are present in the school at all times 

· Ensuring all staff are aware of first aid procedures

· Ensuring appropriate risk assessments are completed and appropriate measures are put in place

· Ensuring that adequate space is available for catering to the medical needs of pupils

· Reporting specified incidents to the HSE when necessary (see section 6) 

3.4 Staff

School staff are responsible for:

· Ensuring they follow first aid procedures

· Ensuring they know who the appointed persons in school are

· Completing accident reports (see appendix 2) for all incidents they attend to where an appointed person is not called 

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

4. First aid procedures

4.1 In-school procedures

In the event of an accident resulting in injury:

· The nearest member of staff present will ensure the area is safe and assess the seriousness of the injury. If a minor injury, the member of staff will administer any basic first aid. Anyone treating an open cut must use disposable gloves, and ensure they are disposed of safely in the swabs/dressings bin. If appropriate, either another member of staff, or two pupils will be sent to the school office to request assist from an appointed person.

· Any bump to the head, no matter how minor is treated as serious. All bumped head accidents must be recorded in the accident file. Children with a bumped head must be given a head injury letter to give to their parent. The Class Teacher and adults in the child’s classroom must be informed and keep a close eye on the child. It is the responsibility of the Class Teacher to inform the parents/carers of the injury at collection time at the end of the day. If deemed necessary, parent/carers will be informed by telephone of the bumped head before the end of the day.

· The appointed person, if called, will assess the injury and decide if further assistance is needed from a colleague or the emergency services. They will remain on scene until help arrives. The Headteacher will take the decision on calling emergency services.

· The Headteacher and appointed person will also decide whether the injured person should be moved or placed in a recovery position

· If the Headteacher judges that a pupil is too unwell to remain in school, parents will be contacted and asked to collect their child. Upon their arrival, the appointed person will recommend next steps to the parents

· If emergency services are called, the appointed person will contact parents immediately

· The appointed person or relevant member of staff at the incident will complete an accident report form on the same day or as soon as is reasonably practical after an incident resulting in an injury and pass it to the School Office (See 6. Record keeping and reporting).

· Accident report forms are scanned by the School Office and stored electronically. These files are kept for a minimum period of 3 years. 

· When administering First Aid at playtime all the usual procedures should be followed. Often injuries are minor and can be dealt with at the scene. Staff are reminded to use gloves (this is especially the case when dealing with blood). They are required to put all blood covered tissues/plasters, etc in the medical waste bin. This bin is to be put out and in at the beginning and end of both morning and afternoon playtimes. At the end of the lunchtime one of the 2 pediatric first aiders will tie the bag of waste and place in the yellow ‘sharps’ bin. 

4.2 Off-site procedures

When taking pupils off the school premises for the day, a Trip Leader will be appointed. The Trip Leader will ensure they always have the following:

· A mobile phone

· A portable first aid kit 

· Information about the specific medical needs of all pupils

Risk assessments will be completed by the Trip Leader prior to any educational visit that necessitates taking pupils off school premises. All risk assessment must be signed by the Group Leader, checked and signed by the school’s Educational Visits Coordinator (EVC) and approved and signed by the Headteacher.

There will always be at least one member of staff with a current paediatric first aid certificate on school trips and visits, as required by the statutory framework for the Early Years Foundation Stage.

Staff who have current certificates for 12-hour paediatric first aid training are listed in Appendix 1. 

When taking pupils off the school premises for a residential trip, a Trip Leader will be appointed. The Trip Leader will ensure they always have the following:

· A mobile phone

· A portable first aid kit 

· Information about the specific medical needs of all pupils

· Parents’ contact details

Risk assessments will be completed by the Trip Leader prior to any residential trips. All risk assessment must be signed by the Trip Leader, checked and signed by the school’s Educational Visits Coordinator (EVC), approved and signed by the Headteacher, and approved and signed by a Governor on behalf of the Governing Body. The Educational Visits Coordinator will submit the signed risk assessment to the Local Authority at least one month in advance of the residential visit. 

5. First aid equipment

A typical first aid kit in our school will include the following:

· A leaflet with general first aid advice

· Regular and large bandages

· Eye pad bandages 

· Triangular bandages

· Adhesive tape

· Safety pins

· Disposable gloves

· Antiseptic wipes

· Plasters of assorted sizes

· Scissors

· Cold compresses

· Burns dressings

No medication is kept in first aid kits.

First aid kits are stored in:

· School office – Office staff are responsible for checking and re-stocking

· Upper school entrance - Office staff are responsible for checking and re-stocking

· All 7 classrooms – the Class Teacher is responsible for checking the first aid kit in their classroom and reporting any re-stocking requirements to the School Office

· Lunchtime - Year 3 Classroom - the Midday Meals Supervisors are responsible for checking the first aid kit in the Year 3 classroom and reporting any re-stocking requirements to the School Office

· School kitchens –responsibility of the school caterers, Twelve15.

Portable first aid kits for school trips are held in the School Office. The Trip Leader is responsible for ensuring that kits are returned to the School Office at the end of the trip. Office staff are responsible for checking and re-stocking ready for the next trip.

6. Record-keeping and reporting

6.1 First aid and accident record book

For minor accidents, injuries or near-misses such as a graze: 

· An accident form will be completed by the relevant member of staff attending the incident on the same day or as soon as possible after an incident resulting in an injury. Accident forms are held in the school office. 

· As much detail as possible should be supplied when reporting an accident, including all of the information included in the accident form at appendix 2

· Records held electronically will be retained by the school 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. 

For less minor accidents, a further form must be completed within 24 hours of the accident/incident. These forms are available in the School Office and once completed must be signed by the School Business Manager and the Headteacher, and kept on file in the School Office. 

6.2. Reporting to the Local Authority

· For moderate accidents that cause injury, ill health or damage to anyone (moderate injuries involving children/young people are those where significant first aid is provided; so, sprains, strains, head bumps, fractures, serious cuts. Moderate injuries involving employees are any (apart from minor injuries) that require first aid).
· For dangerous occurrences and near misses that could have resulted in a significant injury
· Incidents of severe abuse, threats to staff and physical assault
· Complete an accident form available from the School Office

· Appointed person with the relevant member of staff at the incident to record and report on OSHENS https://surreycc.oshens.com. Initiate remedial action. School Business Manager to review report within 7 days. https://surreycc.oshens.com/Login/Default.aspx
6.3 Reporting to the HSE

· Identify if injury/accident/dangerous occurrence is RIDDOR reportable e.g. pupil taken straight from site to hospital for treatment as a result of inadequate supervision arrangements, the condition, design or maintenance of premises/equipment or a specified dangerous occurrence. For more detail see http://www.hse.gov.uk/riddor/what-must-i-report.htm
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

· 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: 

· The collapse or failure of load-bearing parts of lifts and lifting equipment

· The accidental release or escape of any substance that may cause a serious injury or damage to health

· An electrical short circuit or overload causing a fire or explosion

In the unlikely event of a fatality- notify Area Schools Support Service, Ann Panton on 01737 737960 ann.panton@surreycc.gov.yuk immediately for help and advice.

All other reportable incidents- report to HSE via OSHENS (RIDDOR tab) (see above) as soon as possible and within 10 days of the incident 

Initiate remedial action and review accident report within 7 days.
The School Business 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).

6.4 Notifying parents

The Class Teacher will inform parents of any accident or injury sustained by a pupil, and any first aid treatment given, on the same day, or as soon as reasonably practicable.

6.5 Reporting to Ofsted – Early Years Foundation Stage pupils

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

7. Training

All school staff attend schools first aid half day Inset training every three years.  

At all times, at least 1 staff member will have a current paediatric first aid (PFA) certificate which meets the requirements set out in the Early Years Foundation Stage statutory framework and is updated at least every 3 years.

8. Monitoring arrangements

This policy will be reviewed every two years.

9. Links with other policies

This first aid policy is linked to the 

· Health, Safety and Welfare Policy

· Policy on supporting pupils with medical conditions 
Appendix 1: List of appointed persons for first aid and staff with current 12 hour paediatric first aid training

	Staff member’s name
	Role

	Appointed Persons
	

	Serena Fowler
	School Office Manager

	Paediatric First Aid
	

	Sarah Kendall
	TA/Midday Meals Supervisor

	Lynn Hargreaves-McCallum
	TA 


Appendix 2: Accident Report Form

	Name of injured person
	
	Role/class
	

	Date and time of incident
	
	Location of incident
	

	Incident details

	Describe in detail what happened, how it happened and what injuries the person incurred



	Action taken

	Describe the steps taken in response to the incident, including any first aid treatment, and what happened to the injured person immediately afterwards.



	Follow-up action required

	Outline what steps the school will take to check on the injured person, and what it will do to reduce the risk of the incident happening again



	Name of person attending the incident
	

	Signature
	
	Date
	


Appendix 3: First Aid Training Log

	Name/type of training
	Staff who attended (individual staff members or groups)
	Date attended
	Date for training to be updated (where applicable)

	Emergency First Aid at Work (Appointed Persons)
	Jane Buttle

Eileen Bowen
	7/11/2018

7/11/2018
	7/11/2021

7/11/2021

	Paediatric First Aid (12 Hour Training)
	Vince Eddington

Katharine Murray

Sophie Russell
	29/10/2019

11th – 12th / 05/2021

11th – 12th / 05/2021


	29/10/2022

12th / 05/2024

12th / 05/2024



	Schools First Aid Half Day Inset Training
	Imogen Woods

Anna Benjamin

Katharine Brooks

Philippa Assender

Encarna Cox

Charlotte Cordey

Natalie Rutter

Daisy Mitchell

David Bowen

Millie Johnston

Angela Boyle

Lorraine Bainbridge

Vince Eddington

Michelle Fowler

Katharine Murray

Rebecca Ross

Sue Vaughey

Casey Welland

Debbie Gearing

Sophie Russell

Jane Sandiford

Jane Buttle

Eileen Bowen

Georgie Dowden

Fred Kolndreu


	All attended 4/1/2019
	4/1/2022

	Emergency First Aid at Work (Appointed Persons)
	Serena Fowler
	23/02/2022


	23/02/2025



	Schools First Aid Half Day Inset Training
	Imogen Woods

Katharine Brooks

Daniel Walker-Cheetham

Encarna Cox

Charlotte Cordey

Daisy Mitchell

David Bowen

Angela Boyle

Amelia Matthews

Toni Summers

Matt Proffitt

Vince Eddington

Michelle Fowler

Sarah Kendall

Penny Hickey

Giuseppe Peluso

Katharine Murray

Rebecca Ross

Sue Vaughey

Casey Young

Helen Lindsay

Debbie Gearing

Sophie Russell

Serena Fowler

Carmela Charambolous

Fred Kolndreu

Alisha Dowe
	All attended 01/07/2022
	01/07/2025

	Paediatric First Aid (12 Hour Training)
	Sarah Kendall
	29/09/2023
	29/09/2026

	Schools First Aid Half Day Inset Training
	
	25/10/2024
	25/10/2027
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