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This Policy needs to be read in conjunction with;
 Safeguarding Policy
 Inclusion Policy
 Equalities Policy
 Trips and Visits Policy
 SEND Policy
 Disabilities Policy
 Administration of Medicines Policy
 Health and Safety Policy
 Intimate Care Policy
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Introduction
This policy is designed to promote the health, safety and welfare of pupils, staff and visitors to St
Matthew’s Primary school through the provision of first aid equipment and trained personnel in
accordance to the requirements of The Health and Safety (First Aid) Regulations 1981.

Definition of First Aid
‘First aid is the initial assistance or treatment given to someone who is injured or suddenly taken
ill’
The joint First Aid Manual; British Red Cross, St John’s Ambulance & St Andrew’s Ambulance
8th Edition; Dorling Kingsley

Aims
At St. Matthew’s Primary School we know that first aid saves life and ensures that minor injuries
and illnesses do not escalate into major ones. Therefore the aims of this policy are to ensure that;
• adequate first aid provision and medical care will be provided for pupils, school
personnel and visitors

•
•

•
•

there are qualified first aid personnel available who are aware of hygiene and
infection control procedures
first aid equipment is available, appropriate, regularly maintained and easily
accessible throughout the school
all accidents are reported and recorded within the guidelines of this policy
first aid arrangements are regularly reviewed

Roles and Responsibilities
 The Governing Body delegates powers and responsibilities to the Head Teacher to ensure
the school complies with The Health and Safety (First Aid) Regulations 1981 and the
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR).
They will appoint a link governor (Health and safety) to report back to the governor body on
the effective implementation of the policy
• The Head Teacher ensures that the school complies with The Health and Safety (First Aid)
Regulations 1981 and the Reporting of Injuries, Diseases and Dangerous Occurrences
Regulations 1995 (RIDDOR) and that a nominated person is appointed for to take charge
of first aid arrangements (Well Being Officer)
• The Well Being Officer ensures that all first aid training is valid, that first aid resources are
well stocked, that school personnel are aware of any specific health needs and or
disabilities and that first aid provision is determined;
• at lunchtimes and breaks
• when school personnel are absent
• for off-site activities and trips
• for all curriculum activities, including PE

Qualifications and Training
All school first aiders will hold a valid certificate of competence issued by an organisation whose
training and qualifications are approved by the HSE and valid for three years. Refresher training
and retesting of competence will be arranged in advance of the certificates expiring.
The Well Being Officer is a certified first aider and as part of their role will;
• monitor and arrange training and competencies
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•
•
•
•
•

look after first aid equipment, including restocking first aid boxes and replacing out of
date materials
ensure that an ambulance is summoned if required (and reported to SLT)
liaise with their line manager as appropriate with regards to first aid
ensure that all accidents and injuries are recorded appropriately
ensure that all members of staff (full, part-time and temporary) are familiar with the
school’s first aid provision

First Aid Materials, Equipment and Facilities
The school Medical Room is situated in the main administration corridor adjacent to the
Reprographics Room and the ladies toilet. This room is kept for the sole use of administering first
aid and medical needs or requirements. It will be kept well stocked and in good order.
First aid kits will be located across the school in;
• the Family Centre
• the Medical Room
• cupboards outside Daffodil class
• KS2 corridor
First aid bags (yellow drawstring) will be located in every class room; they will be kept in a
cupboard marked with a white cross on a green background. These bags will contain first aid
equipment for minor accidents (eg grazes and bruises) and also any specific medical resources
that are required for the children in that class (eg inhalers or epi-pens).
Class adults will be responsible for ensuring that the yellow bags are accessible at all times in the
day and accompany the children during all of their curricular activities including break and
lunch times.
Yellow bags must be taken on all school trips and off site activities including PE (at High Town
Community Sports Centre), swimming lessons and any other sporting activity.

Information and Notices
First aid notices giving the location of the nearest first aid kit (not yellow bags) and the names of
the nearest members of staff who are certified first aiders will be prominently displayed in;
• Staff room and Common room
• main corridors
• all locations where sports or physical activities take place
Information regarding St Matthew’s first aid provision will be included in the induction process for
all new members of staff and any other adults who are regularly in school.

Hygiene and Infection Control
All staff will;
• follow basic hygiene procedures
• be made aware as to how to take precautions to avoid infections
• have access to single use disposable gloves
• have access to hand washing facilities
• wear gloves at all times when dealing with blood or other bodily fluids, or when disposing
of dressings or other potentially contaminated equipment
All sharps/needles will be disposed of in an authorised and designated ‘yellow sharps box’ kept
in the Medical Room.
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Recording Accidents and Injuries
All accidents and injuries to children and adults will be recorded in a written or electronic form
and such records will be kept for a minimum of three years.
The record of any first aid treatment given by first-aiders and other appointed persons will
include;
• the date, time and place of the incident
• the name and class (pupil) of the injured or ill person
• details of the injury or illness and what first aid was given
• what happened to the pupil or adult immediately afterwards (eg went home, resumed
normal duties, went back to class or went to hospital)
• the name and signature of the person or first aider dealing with the incident
All records of accidents will be reported on the Accident Log in individual classes (see Appendix
1), these will be collated every half-term and a year group summary given to the Well Being
Officer to be kept in a central register.
All incidents will be reported to parents or carers via an ‘Accident at school’ letter (see
Appendix 2) informing them about the incident. If a child sustains a significant injury then the
parent/carers will be contacted and informed verbally also. In the case of a serious accident,
involving outside medical professionals or services, parents/carers will be contacted
immediately to inform them. If no parent/carer is available and the pupil requires urgent
hospitalisation a member of staff will accompany the child in the ambulance and school will
make arrangements for parents/carers to meet them at the hospital.

Reporting Accidents to the HSE (via Assessnet)
The following types of accidents will be reported to the HSE as required under the Reporting of
Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR);
• accidents resulting in loss of life or major injury
• accidents that prevent the person from undertaking their normal work/activity for more
than three days
• any accident that requires hospitalisation
• any accident that results in a referral to a medical professional

Review of First Aid Provision
The Governing Body and the Head Teacher and/ or the Well Being Officer will review the first aid
Policy and provision annually.

Policy ratified by Governors: 21.03.16
Signed

…………………………………………….. Headteacher
…………………………………………….. Link Governor

Policy to be reviewed: Spring 2019
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Appendices
1. Accident Log
2. Accident letter (parents notification)
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St Matthews Primary School
Accident Report Form
YR
Date/T
ime

Child’s
name

Class

Details
of injury

22/9/14
First name
12.15

Poppy
Surname

Fell over and grazed left knee
and bumped right side of
forehead

Treatment

Cleaned wound and applied dressing
to knee. Cold compress applied to
head and observed for 15mins.

Staff
sign

Teacher/
Parent
Aware

First aider
check

Note
given

MB

Yes

√
Staff initials

√

What happened after

Went back to class,
handed to ____________
(staff member)
OR
Went home, advised to
seek medical attention
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