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FIRST AID POLICY 
 

Any significant changes will be cascaded to all employees 

 
 
1.  Scope 
 

This policy applies to all relevant employees of Hillside Primary School (The School) 
 
 

2.  Introduction 
 

The School will ensure adherence to this policy by following nine key principles: 
 

• Placing a duty on the Governing Body to approve and review the policy 

• Placing a duty on all employees to understand their responsibilities in respect to the policy 

• To report, record and where appropriate investigate all accidents 

• To record all occasions when First Aid is administered to employees, pupils and visitors 

• To provide equipment and materials to carry out First Aid treatment 

• To make arrangements to provide appropriate First Aid training to employee and maintain 
a record which will be reviewed annually 

• To establish a procedure for managing accidents in school which require First Aid 
treatment 

• To provide information to employees on the arrangements for First Aid 

• To undertake an annual risk assessment of the First Aid requirements of the school ( see 
Appendix A for a copy of risk assessment Performa) 
 

 

3.   Duties/Responsibilities 
 

3.1  The Local Authority maintain responsibility for ensuring that the school maintains an 
updated Policy for First Aid and for reviewing serious Health and Safety incidents. 

 
3.2  The Governing Body maintains responsibility for the approval, on-going monitoring and 

review of the policy. 
 

3.3 The Headteacher maintains responsibility for providing equipment and materials to carry 
out First Aid and to make sure that training is delivered to all staff and an accurate record 
is maintained to ensure a robust governance of the policy. The Headteacher also 
assumes responsibility for providing up to date information to employees on the 
arrangements for First Aid, including the procedures to follow to manage an accident in 
The School that would require First Aid intervention. To ensure risks are mitigated the 
Headteacher (or a nominated deputy) will complete an annual risk assessment of the First 
Aid requirements for The School. In addition the Headteacher will ensure that there is 
adequate signage displayed throughout The School with the names of employees holding 
First Aid qualifications and the location of the First Aid boxes. 
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3.4 The Employee maintains responsibility for the reporting and recording of all accidents 

within The School.   
 

 

4.  First Aid Procedure within the School 
 
4.1 Equipment 
 

The School will provide materials, equipment and facilities as set out in the Department 
of Education ‘Guidance on First Aid in Schools’ February 2014 

 
The location of the First Aid kits on school premises are: 

• The Kitchen 

• The Main Office 

• The Medical Room 

• The Outdoor Classroom 

• The Family Centre 

• The Foundation Office 
 

 
4.2 Annual risk assessments will identify any other areas on school premises that require 

First Aid equipment and these will be added to this list. 
 
4.3 The contents and expiry dates of the First Aid kits will be checked on a monthly basis by 

the nominated First Aider. 
 
4.4 The School will appoint suitably trained persons for First Aid (see Appendix B) and this 

list will be reviewed on an annual basis. 
 
4.5 Staff training on First Aid (4 hour HSE course) will be undertaken every three years and 

all teaching and support staff will be invited to attend where necessary. Alongside this, 
staff have an annual update on a rolling programme which ensures that there are 
adequate numbers of adults trained to administer first aid. Staff in Foundation stage will 
attend Paediatric First aid training and will hold an up to date certificate. 

 
 

5.  Off-site Activities 
 
5.1 At least one First Aid kit, a spare inhaler kit will be taken on all off-site activities, along 

with any individual pupil’s medication such as inhalers, epipens etc. 
 
5.2 Where children are transported on separate coaches, arrangements will be made for each 

party to have appropriate medical kits. 
 
5.3 A person who has been trained in First Aid will accompany all off-site visits. 
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5.4 There will be a nominated person responsible for First Aid outside of normal school hours. 
 
 

6 Accident Procedures 
 
6.1 During playtimes and lunchtimes, injuries that require first aid treatment should be dealt 

with in the first instance by the teachers on duty. Injuries that require more intervention 
should be sent to the medical room where the administration staff are will deal with the 
injury. 

 
6.2 Minor incidents and accidents should be dealt with appropriately including the cleaning of 

any wounds and the application of pressure to any bleeding and the child should be 
returned to the playground where possible. The person administering First Aid should use 
universal precautions and wear disposable gloves where bodily fluids are involved. An 
adult witness should be present if tending to an intimate part of the body ensuring that the 
child offers their consent to the examination. Any dressings or materials which have been 
contaminated with blood, vomit etc. must be disposed of in the designated yellow bin in 
the medical room.  

 
6.4 If the child refuses consent to an examination the office staff will inform the parents 

immediately. 
 
6.5 If it is deemed as a life threatening emergency then consent will be implied and first aid 

should be administered. In these circumstances, an ambulance should be called without 
delay 

 
 6.6 During lesson times, if there is no trained member of staff present and the injury cannot 

be dealt with, the child should be sent to the office accompanied by another child or adult. 
 
6.7 If a child sustains a head injury an assessment needs to be made of the severity by the 

First Aider. If the child has lost consciousness or has significant, prolonged or arterial 
bleeding then the accident will be referred to the Office staff who will be responsible for 
calling an Ambulance. For an uncomplicated incident an appropriately trained member of 
staff should perform a head injury assessment to include observation of any dizziness, 
nausea, vomiting or blurred vision and record their findings on the First Aid slip. All head 
injuries must be recorded on the appropriate documentation, including a brief description 
of the incident, and the parents will be notified through both the First Aid slip and a phone 
call to ensure of their awareness. If the child is being transported to hospital then an 
incident log (See Appendix B) should be completed by a member of office staff 

 
6.8 If a child has an accident which requires urgent hospital treatment, the Office staff will be 

responsible for calling an Ambulance in order for the child to receive medical attention. 
When an Ambulance has been arranged, the parents will be informed and arrangements 
can then be made to meet their child. If the parents cannot be contacted, a member of 
staff will accompany the child and stay with them until the parents arrive. In the case of 
any non-urgent hospital treatment, the parents will be informed immediately and 
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arrangements made for the parents to collect their child. A copy of the Incident log should 
be given to the attending adult and the original should be kept by the school. 

 
 

7. Illness 
 
7.1 Children who feel unwell should be sent to the school office, younger children should be 

sent with an accompanying note from the teacher explaining the nature of the child’s 
illness. 

 
7.2 The decision to send an unwell child home will be made by the Headteacher or their 

nominated deputy; if neither are available the office staff will make an informed decision. 
 
 

8. Specific illnesses/injuries 
 

8.1 Vomiting and diarrhoea 
 
8.1.1 There are disposable bowls in the First Aid room for pupils who feel sick. Cleaning 

materials are located in the Caretaker’s cupboard. Vomit must be treated as a biohazard 
and the area must be thoroughly disinfected. 
 

8.1.2 If a child vomits or has diarrhoea in school they will be sent home immediately. 
 
8.1.3 Children with either or both of these symptoms will not be accepted back into school until 

48 hours after the last symptom elapsed. 
 

8.1.4 In the case of a severe outbreak, the School may deem it appropriate to recommend that 
siblings of affected children also remain at home for 48hours. 

 
8.2 Infectious skin diseases (including chicken pox, hand foot and mouth etc.) 
 
8.2.1 If a child is suspected of having an infectious skin disease a member of staff will examine 

the child’s arms or legs. 
 

8.2.2 An examination of the torso will only be completed if The School are concerned about 
cross-contamination to other pupils. In this instance another adult will be present and the 
examination will not be completed without the child’s consent. 

 
8.2.3 If the child refuses consent to examination the office staff will inform the parents 

immediately. 
 
8.2.3 If a child has any of the above infections they will be asked to stay off school for a 

prescribed period of time, the Headteacher or school office will be able to advise on 
timescales on an individual basis. 
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8.3 Rashes (including hives, allergic reaction, dermatitis) 
 
8.3.1 If a child presents with a rash it should be examined and a history taken from the child, if 

possible, to try and determine the cause of the rash. Any wide spread rash of unknown 
origin should be seen by a doctor and the parents should be contacted immediately. If the 
child presents with a non-blanching rash an Ambulance should be called immediately. 

 
8.4 Head lice 
 
8.4.1 If a child is suspected of being infected with head lice staff will not examine them. Parents 

will be informed of the suspected outbreak, either on collection of the child or via the 
phone and will be asked to examine the child. 

 
8.5 Anaphylaxis/severe allergic reaction 
 
8.5.1 The School has a responsibility to be aware of any children who are known to suffer from 

allergies. The School must liaise with the parents to ensure that accurate information is 
kept on the nature of the allergy. 

 
8.5.2 The School has a responsibility to inform all parents, on admission to the school, on the 

policy regarding the acceptable food items for packed lunches to ensure the safety of the 
children within their care. 
 

8.5.3 The School has a responsibility to ensure that they keep up to date information on a child’s 
allergy status and must regularly inform parents of the need for this data.  
 

8.5.4 If a child has been prescribed an Epi-pen, Jext or Emerade, the School must ensure the 
following: 

• The Epi-pen is stored in the medical room in a box with the child’s information and 
picture clearly visible. 

• The storage cupboard is clearly labelled with the relevant child/children’s 
information to help with identification in the event of an emergency 

• Staff are aware of the signs/symptoms of anaphylaxis and are trained in the use of 
the Epi-pen in line with other first aid training 

• The School liaise regularly with the parents to ensure that the information they hold 
is up to date 

• A log is kept of the expiry dates of all medications and the parents are contacted 
to ensure that replacements are brought into School. 
 

8.5.5 If a child has an anaphylactic/severe allergic reaction in the School, this should be treated 
as a medical emergency and the Ambulance Service should be contacted to transport the 
child to hospital. Staff should ensure that the parents are contacted to inform them of the 
need for hospital transfer but this should not delay the need to call an ambulance. 
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8.6 Use of an Automated External Defibrillator (AED) 
 
8.6.1 In the event of a child or adult collapsing within the school grounds, the person should be 

assessed for evidence of breathing and signs of life. If there is no evidence of either of 
these signs, staff should immediately start cardiopulmonary resuscitation (CPR) using the 
most up to date guidelines. 

 
8.6.2 Whilst a member of staff starts CPR it is vital that the Ambulance Service are contacted 

immediately to ensure a timely response. Accurate information on the nature of the 
emergency will ensure a high priority response, however whilst staff are waiting it is 
important that the following actions are taken: 

• Continue to deliver CPR to the victim until the rescuer becomes exhausted, more 
help arrives or the patient responds 

• Ensure that a member of staff brings the AED to the scene for use by an 
appropriately trained member of staff 

• Attach the AED to the victim and use as directed – ensure that the Ambulance 
Service is informed if a shock is delivered to the patient prior to their arrival. 
 

8.6.3 With regards to the AED, the School have the following responsibilities: 

• The school’s 2 AEDs are kept in the Medical Room by the door as you go in on the 
left. 

• The appropriate signage is displayed informing staff/visitors of the location of the 
device 

• Staff are trained in the use of the AED and that this training is updated as required. 

• To ensure that the AED is checked on a daily basis to ensure that the battery is 
still functioning and to keep a log of any items with expiry dates to ensure that 
replacements are ordered in a timely manner. 

• To ensure that if the AED is used, that staff are appropriately supported after the 
event and that the incident is reported to Wokingham Borough Council as a 
RIDDOR event. 

 
8.6.4 For more information on the use of AED’s the following link is available: 

https://www.resus.org.uk/publications/a-guide-to-aeds/ 
 
8.7 Pastoral care  
 
8.7.1 There may be occasions where children state that they are unwell or require First Aid but 

actually require ‘pastoral care’. 
 

8.7.2 If an incident occurs during a teaching session a member of staff supporting the class/year 
group should take ‘pastoral care’ of the child ensuring his/her wellbeing.  

 
8.7.3 If an incident occurs at playtime the teacher on duty should take ‘pastoral care’ of the 

child ensuring his/her wellbeing. It is the teacher’s responsibility to inform the child’s class 
teacher. 
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8.7.4 If the incident occurs at lunchtime, the senior lunchtime supervisor should take ‘pastoral 
care’ of the child ensuring his/her wellbeing. If they require additional support they should 
contact the Headteacher, Deputy Headteacher or a member of the senior leadership 
team. It is the lunchtime supervisor’s responsibility to inform the child’s class teacher. 

 
8.7.5 If any member of staff if unsure whether a child requires First Aid or ‘pastoral care’ then 

they are encouraged to send them to the medical room.  
 

8.7.6 If there are staff concerns surrounding the child’s wellbeing, a staff alert form should be 
completed and the concern will be investigated by the Headteacher or the Deputy 
Headteacher. 

 

9. Accident Reporting 
 
9.1 The Governing body are responsible for the monitoring of the Local Authority’s 

procedures for the reporting of all accidents to employees or pupils. 
 
9.2 The Governing body has a statutory duty under Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations (1995) (RIDDOX) in respect of reporting the 
following to the Health and Safety Executive (HSE) as it applies to employees: 

• Any accident that involves an employee being incapacitated from work for more than 
seven consecutive days 

• An accident which requires admittance to hospital for in excess of 24 hours 

• Death of an employee 

• Major injury such as fracture, amputation, dislocation of shoulder, hip knee or any 
spinal injury 

For non-employees and pupils an accident will only be reported under RIDDOR: 

• Where it is related to work being carried out by an employee or contractor and the 
accident results in death or major injury 

• An accident occurs in school which requires immediate emergency treatment in 
hospital 

 
9.3 For each instance where the Headteacher or Deputy Headteacher considers an accident 

to a visitor or pupil to be reportable under RIDDOR the advice of the Local Authority will 
be sought. 

 
9.4 Where a pupil has a RIDDOR reportable accident it will be reported to the Local Authority. 
 
9.5 All accidents to non-employees, such as visitors, which result in injury will be reported to 

the Local Authority. 
 
9.6 As with any injuries/accidents, a record will be kept in the First Aid Log alongside a First 

Aid slip which will accompany the child home. The slip will detail the nature, location and 
timing of the accident/incident as well as any treatment given. 
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10 Criteria for Calling an Ambulance 
 
10.1 This section offers guidance on the criteria for calling an Ambulance, the injuries and 

illness that require immediate emergency intervention are: 

• A significant head injury which results in a loss of consciousness or a drop in the 
neurological observations. An assessment of their level of consciousness should be 
made using a head injury tool as described below: 
A – Alert child 
V - Responds to your voice (may have eyes closed but opens them and looks at your 
when you call their name) 
P – Responds to painful stimuli (this should be an appropriate stimulus such as gently 
pulling hair, pinching the ear lobe and a disproportionate amount of force should not 
be used). 
U – Unresponsive to voice or painful stimuli 
If a child scores a V, P or U or there is any deterioration in their conscious level, an 
ambulance should be called immediately 

• A severe asthma attack 

• Anaphylaxis/severe allergic reaction 

• Any loss of consciousness 

• Significant or prolonged bleeding 

• Fractures 

• Cardiac/respiratory arrest 

• Chest pain 

• Fall from height 

• Penetrating wounds 

• Fitting 

• Burns ( extensive superficial(larger than a £2 coin)/ partial or full thickness)) 

• Any other employee concerns 
This list is not exhaustive and the employee must make an informed decision dependant 
on the circumstances whether they should call for an Ambulance. If there is any doubt 
about the need to make a 999 call then one should be made. 
 
 

11.  Decisions around Transportation to Hospital or Home 
 
11.1 In the first instance the decision should be made by the Headteacher, Deputy 

Headteacher or the Business Manager on what is a reasonable and sensible action to 
take in these cases. 

 
11.2 Where the injury is an emergency an Ambulance will be called as discussed previously. 
 
11.3 Where hospital treatment is required but it is not an emergency, then the Headteacher or 

Deputy Headteacher will contact the parents for them to take over responsibility for their 
child. 
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11.4 If the parents cannot be contacted then the Headteacher or Deputy Headteacher may 
decide to transport the child to the hospital. 

 
11.5 Where the Headteacher or Deputy Headteacher makes arrangements for transporting a 

child then the following points will be observed 

• Only staff cars that are appropriately insured will be used 

• No individual member of staff should be alone with a child in a vehicle. 

• A second member of staff will be present to provide supervision for the injured child. 
 
11.6 If a parent is unable to transport their child home and the child is unable to walk, the 

School will organise transport ensuring that 2 adults escort the child home. 
 

12 Administration of medicines during the school day 
 
12.1 Refer to Medicine in School Policy 2019  
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Appendix A 

Incident Log 
Child Details 
 

Name:  Gender:  Male / 
Female 

 

Date of incident  Time of 
Incident 

  

 

Details of Injury:  

 

Signs/Symptoms  
 

Allergies  
 

Medication:  

Past Medical 
History: 

 

 

Last Meal:  
 

Environment : (Details of incident)  

 

Behavioural Factors/SEN:  
 

 

Details of first aid administered:  

 

Next of Kin Contacted: Yes
 

No  
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Next of Kin Details: 
 
Family information: 

 

 

Name of attending adult:  
 

  

Other important Information  
(e.g. any vomiting, loss of consciousness/Foreign Body) 

 

         Front              Back 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 


