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Policy Statement 

The Governors and Head teacher of Bearbrook Combined School accept their responsibility under the Health and 

Safety (First Aid) regulations 1981 and acknowledge the importance of providing First Aid for employees, children 

and visitors within the school and when off-site. 

The Governors are committed to the authority’s procedure for reporting accidents and recognise their statutory duty 

to comply with the Reporting of injuries, diseases and dangerous occurrences regulations 1995. 

The provision of First Aid within the school will be in accordance with the Authority’s guidance on First Aid in school’ 

and this policy has been written based on the advice given in the ‘Guidance on First Aid for Schools produced by the 

DfEE and the school’s own risk assessment. This policy will be reviewed annually or after any changes to ensure the 

provision is adequate. 

First Aid Locations 

Our First Aid resources are kept in the medical room, with the exception of Inhalers which are kept in the classrooms 

and Epi-pens which are in the office. Emergency Asthma inhalers are kept in the medical room and must only be 

administered to a child in an emergency who is registered in school as being Asthmatic.  

Appointed Main First Aiders 

The appointed main first aiders are Karen Ross, Nicky Mason and Angela Cousins. 

The Appointed Person’s responsibilities are: 

• to take charge, if appropriate, when someone is injured or becomes ill; 
• to ensure that an ambulance or other professional medical help is summoned when 
Appropriate; 

• to ensure that parents and carers are informed if someone becomes ill or injured 
 

Karen Ross and the Headteacher are responsible for: 

• to arrange training, where appropriate; 
• to liaise with the School Nurse; 
• to look at the accident book (Behaviour Watch), termly, for common injuries, times, locations & activities and 
use this in future risk assessments.  

 

Angela Cousins is responsible for: 

 to look after the first-aid equipment e.g. restocking the first-aid cabinets; 
 

Sue Keen (SENCO) 

• to liaise with parents and teachers over a child’s individual medical requirement; 

• to liaise with parents/school nurse over Individual Health Plans; 
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Medical List 

All children with medical conditions e.g. asthma, allergies are on this list, which is updated 

annually and when necessary. Copies of this are kept in: 

• school office 

• specific class lists are kept in relevant classrooms 

• Epi Pen list is kept in Staff Room and the School Office 

First Aiders 

Teachers and other staff in charge of pupils are expected to use their best endeavours at all times if a child needs 

medical treatment, particularly in emergencies, to secure the welfare of the pupils at the school in the same way that 

parents might be expected to act towards their children. 

Our Appointed persons have had St John Ambulance 4 day First Aid at Work Training and Paediatric First Aid 

Training. Some of our staff have had training by St John’s Ambulance in Schools First Aid. This training is updated 

following guidelines and includes resuscitation procedures for children. First Aid training will be arranged for new 

members of staff where appropriate. 

A list of all staff members who have had first aid training and their certification dates is kept in the Medical room and 

the school office. 

Training for specific medical conditions e.g. asthma, Epi-Pen training is arranged by the Appointed Person with the 

School Nurse. These are annual training sessions. 

Administering First Aid/Disposal of Waste 

All staff should take precautions to avoid infection and must follow basic hygiene procedures. Staff have access to 

single-use disposable gloves and hand washing facilities, and should take care when dealing with blood or other 

body fluids and disposing of dressings or equipment. All staff will deal with all medical issues and accidents during 

the school day. Staff will seek advice and assistance from appointed first aiders when necessary. 

Injuries/IllnessIn the case of illness the class teacher or office staff will make the decision whether the child should 

be sent home, liaising with the first aider when necessary. The named first aider will decide if following an injury if the 

child needs to be sent home and will contact the class teacher to inform them. The office staff will contact the 

parent/carer and the child will wait to be collected. The class teacher/TA/ First Aider will monitor the child until 

collected. 

All injuries/incidents are recorded on Behaviour Watch. 

Bearbrook Combined School prioritises the importance of sharing information with parents. Parents/carers will be 

informed via text message/ email/ letter home following a visit to medical room when something of a serious nature 

has happened. 

Whenever a child has bumped their head or face parents are phoned or a text message sent and the class teacher 

will be notified. 

In cases where there has been a significant incident/injury an ambulance, if required, will be called and the 

parent/carer will be informed by telephone. 
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Reporting of injuries/incidents/illness 

All accidents/incidents must be recorded on Behaviour Watch and should include: 

• Date, time & place of incident 

• Name (and class) of injured or ill person and where on the child’s body the injury occurred 

• Details of injury/illness/incident and what treatment was given 

• What happened to the person immediately afterwards (e.g. went home, resumed normal duties, went back to class) 

• Name of person dealing with injury/illness/incident 

Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) some 

accidents(including anywhere a person is taken to hospital) must be reported to the HSE within 10 days (for further 

Guidance see First Aid for School produced by DfEE) The Headteacher and/or Appointed Person will liaise with the 

office staff to ensure this happens. We must keep a record of any reportable injury, disease or dangerous 

occurrence. For further guidance see Health Safety Council E guidance on RIDDOR 1995 and information on 

Reporting School Accidents see Paragraph 69 and must include: 

• date 

• time 

• place of event 

• personal details of those involved 

• brief description of nature of event or disease 

All records must be kept for a minimum of 3 years. 

Providing Information 

The Headteacher will ensure all staff are aware of the first-aid arrangements. This includes the location of 

equipment, facilities and first-aid personnel, and the procedures for monitoring and reviewing the school's first-aid 

needs. 

First-aid information is included in induction programmes to ensure that new staff, volunteers, trainees and pupils are 

told about the first-aid arrangements. The school displays a poster in the medical room describing infectious 

diseases and the signs, symptoms, incubation period, treatment and suggested period of absence. 

Off-site activities 

A risk assessment is carried out by the leading teacher for any off-site activity e.g. trips by the leading teacher. This 

will take into consideration the accessibility of first aid during the journey and at the destination. A first aid pack will 

be taken on each coach and additional first aid equipment carried by staff. If any supplies are used from a pack then 

on return this must be given to the Appointed Person to replenish. 

All children who have specific medical requirements e.g. asthma, epilepsy and require Epi Pens will be taken into 

special consideration and their class teachers will ensure that their individual medicine is taken with them. It is the 

Head teacher’s responsibility to ensure that when first aiders are accompanying children off-site there will be 

adequate first-aid provision for the remaining pupils in school. 

 

Emergency Procedures 

If a child becomes very unwell or has a potentially serious injury then one of the Appointed Persons will be called to 

take charge of the situation and they will ensure an ambulance is called for, if appropriate. The office staff will phone 
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the emergency services and then contact the parents. The Headteacher or, if unavailable, a member of SLT will be 

informed. 

Children & Staff with specific medical needs 

Children who have specific medical needs e.g. asthma, allergies, epilepsy and require Epi Pens are registered on a 

separate list of which all staff are made aware. Any medicine held at school for children with an Individual Health 

Plan will be kept in the school office. The Headteacher is aware of staff’s individual medical needs and will advise 

the Appointed Person, if applicable. 

Medication 

If a child requires prescribed medicine during the day then the parent will be asked to complete an Administration of 

Medicine form stating the name of medication, date, time and dose and the office staff will administer this. We will 

only administer medicine that has been prescribed by a doctor, dentist or pharmacist. All medicines will be kept in 

the medical room. See the Bearbrook Combined School’s Administering Medicine Policy for further information. 

 


