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Walgrave & Pitsford Primary School’s will undertake to ensure compliance with the relevant 

legislation with regard to the provision of first aid for pupils, staff, parents and visitors and will 

make sure that procedures are in place to meet that responsibility. This policy complies with the 

federation’s Health and Safety policy and is reviewed annually. 

 

The named first aider will be fully trained and hold an up-to-date First Aid certificate.  As this 

certificate is only valid for 3 years, the members of staff involved will be released for refresher 

training and retesting.  The first aider will be able to leave their area of work to go immediately to 

deal with an emergency. 

An up to date list of staff that are first aid trained is kept within the school’s safeguarding file. 

The Education (School Premises) Regulations 1996 require that every school should have a suitable 

room that can be used for medical and dental treatment when required and for the care of pupils 

and staff during school hours.  At both schools, the disabled toilets have full first aid facilities and 

are readily available for first aid use when needed.  The room is near the school office and 

provides a toilet with washbasin. 

 

All staff and pupils are regularly made aware that the main first aid equipment is stored in the 

disabled toilet along with the emergency foil blankets.  All staff will dispense basic first aid when 

necessary.  As and when necessary, the designated First Aider will be asked to deal with any 

accident which needs professional guidance and advice. 

 

Other than the facilities in the disabled toilet, there are also first aid boxes in every classroom.  

The Office Administrators are required to check the contents of all first aid boxes and purchase 

any necessary first aid stock.  The Office Administrators have the responsibility to ensure the main 

first aid box has the necessary contents in line with HSE recommendations (a copy of these can be 

found in the school’s safeguarding file). 

 

All items for the main first aid box are based on the HSE recommendations. 

 

• 20 individually wrapped sterile adhesive dressings (assorted sizes); 

• 2 sterile eye pads; 

• 4 individually wrapped triangular bandages (preferably sterile); 

• 6 safety pins; 

• 6 medium sized (12cm x 12cm) individually wrapped sterile unmedicated wound dressings; 

• one pair of disposable gloves. 

 

First aid bags are always provided for off-site activities, school trips and visits. 

 

All staff should take precautions to avoid infection and must follow basic hygiene procedures 

when administering first aid.  Staff have access to single-use disposable gloves and should take 

care when dealing with blood and other body fluids.   

 



 

 

Reporting accidents and record keeping 

 

Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1996 (RIDDOR) 

some accidents must be reported to the HSE. 

 

The school must keep a record of any reportable injury, disease or dangerous occurrence.  This 

must include: the date, time and place of the event; personal details of those involved and a brief 

description of the nature of the event or disease. 

 

The following accidents must be reported to HSE if they injure either the school’s employees 

during an activity connected with work, or self-employed people while working on the premises: 

 

• accidents resulting in death or major injury (including as a result of physical violence); 

• accidents which prevent the injured person from doing their normal work for more than 

three days (including acts of physical violence). 

 

Who do I report to?  

For general advice about how to report, see HSE’s RIDDOR web pages.  

https://www.hse.gov.uk/riddor/report.htm  

You can report all incidents online and there is a telephone service for reporting fatal and specified 

injuries only. Reporting details for out of hours incidents are available from HSE’s out of hours web 

page at www.hse.gov.uk/contact/contact.htm     

For incidents on school premises involving members of staff, pupils or visitors, HSE is the enforcing 

authority and you should submit your reports to them. HSE is also the enforcing authority for 

nursery provision provided and operated by local authorities. For privately run nursery schools, 

the local authority is the enforcing authority. 

 

An accident that happens to pupils or visitors must be reported to the HSE: 

 

• the person involved is killed or taken from the site of the accident to hospital; 

and 

• the accident arises out of or in connection with work. 

 

Like fatal and major injuries to employees or dangerous occurrences, these accidents must be 

notified to the HSE without delay and followed up in writing within 10 days online. 

 

In HSE’s opinion an accident must be reported if it relates to: 

 

• any school activity, both on or off the premises; 

 

https://www.hse.gov.uk/riddor/report.htm
http://www.hse.gov.uk/contact/contact.htm


 

 

• the way a school activity has been organized and managed (e.g. supervision of a field trip); 

 

• equipment, machinery or substances; 

 

• the design or condition of the premises. 

 

Reporting minor accidents which have required first aid treatment only  

 

The school should keep a record of any first aid treatment given by first aiders which does not 

necessitate the injured pupil/staff member being taken to hospital. 

 

These details are recorded on a Minor Accident Form which are kept in the staff room.  Details 

include: 

 

• the date and time of the accident; 

• the name and class of the injured or ill pupil; 

• details of the injury/illness and what first aid was given; 

• what happened to the person immediately afterwards – went home/resumed normal 

duties/went back to the class/taken to hospital later by parents etc. 

• signature of person dealing with the incident. 

 

Any injuries that occur during lunchtime should be recorded by the staff dealing with the incident, 

so they can be help as part of the school’s accident record. 

 

Head injuries 

 

Accidents involving a pupil’s head can be problematic because the injury may not be evident (e.g. 

internal) and the effects only become noticeable after a period of time. If the injury is minor, all 

Head Injuries should be monitored closely and a head injury report form should be completed and 

given to the parents. Any serious Head Injury should always be referred for Hospital treatment 

(please follow the section for Emergency Arrangements). 

 

Emergency procedures 

 

In the case of a minor incident, procedures are in place for contacting the child’s 

parent/guardian/named contact as soon as possible.  Any significant incident (but not requiring 

the pupil to go home) is reported to parents either by telephone call or letter. 

 

However, if a member of staff feels that a pupil’s life is in danger or is aware of a possible serious 

injury, an ambulance should be called immediately.  The Executive Headteacher, or Deputy Head 



 

 

in her absence, and the Office Administrator should be informed of the nature of the concern so 

that this information can be passed to the 999 switchboard staff and the ambulance crew. 

 

Asthma 

 

The school has a separate medication policy which includes asthma. 

 

Aids/ HIV Virus 

 

All staff dealing with any bodily fluids MUST wear surgical gloves to protect themselves and the 

patient. 

 

Children with specific Medical Conditions 

 

There is a list plus photographs of all children who have medical disabilities displayed in the staff 

room detailing their specific needs and any special treatment or actions they require. 

 

Epipens 

 

Epipens are kept in the school office. A second pen is kept with the class teacher. All staff are 

trained annually in the use of these pens.  

 

Administration of medication in school 

 

The Governors and staff wish to ensure that pupils with medical needs receive proper care and 

support at school. The Headteacher will accept responsibility in principle for members of the 

school staff giving or supervising pupils taking prescribed medication during the school day, where 

those members of staff have volunteered to do so. 

Prescribed medications and some over the counter medication will be given at the discretion of 

the Headteacher. 

 

Medication will not be accepted anywhere in school without complete written and signed 

instructions from parent/carer. 

 

Only reasonable quantities of medication should be supplied to the school by a responsible person 

(no more than one week’s supply) and recorded in the Medication Administration Records File. 

Each item of medication must be delivered in its original container and handed directly to the 

school office or to a nominated person authorised by the Headteacher. A school administration of 

medication authorisation form must be completed before medication can be given. 

 

Each item of medication must be clearly labelled with the following information: 

a) Pupil’s name 

b) Name of medication 



 

 

c) Dosage 

d) Frequency of dosage 

e) Date of dispensing 

f) Storage requirements (if important) 

g) Expiry date (if available) 

 

The school will not accept items of medication which are in unlabelled containers. 

 

Medication to be administered in school will be kept in a designated clearly identified locked 

cupboard in medical room or in the fridge. Some medication like inhalers will be kept in the child’s 

classroom.  

 

Where it is appropriate to do so, pupils will be encouraged to administer their own medication, if 

necessary under staff supervision. Parents/carers will be asked to confirm in writing if they wish 

their child to carry their medication with them in school. 

 

It is the responsibility of parents/carers to notify the school if there is a change in medication, a 

change in dosage requirements, or the discontinuation of the pupil’s need for medication. 

Staff who volunteer to assist in the administration of medication will receive appropriate 

training/guidance. 

 

The school will make every effort to continue the administration of medication to a pupil whilst on 

trips away from the school premises, even if additional arrangements might be required. Separate, 

formally agreed arrangements are acceptable on educational visits that involve an over-night stay 

and follow Northamptonshire County Council recommendations. However, there may be 

occasions when it may not be possible to include a pupil on a school trip if appropriate safe 

supervision cannot be guaranteed. 

 

The School will inform the school nurse of any pupil, who has been prescribed a controlled 

medication e.g. Methylphenidate (e.g. Ritalin, Equasym). Controlled drugs are subject to the 

prescription requirements of Drug Regulations. The prescribing doctor is responsible for informing 

the patient when a drug belongs to this group. They are most unlikely to be prescribed to children 

at school except Methylphenidate (e.g. Ritalin, Equasym) 

 

Review of Emergency Procedure: 

 

Annually it will be necessary for a review to be carried out of the provision of First Aid in the 

school and the emergency regulations. Where necessary, the Headteacher will make 

recommendations for improving the procedure laid down. 

Pupils and staff should be familiar with all these arrangements. 

 

 

 



 

 

Risk assessments 

 

To minimise the need for first aid, risk assessments have been undertaken for all in school and off 

site activities.  These are held by the Headteacher in her office within the risk assessment file.  The 

Headteacher makes the final decision regarding whether the risk of injury is too high for an activity 

to go ahead. 

 

School trips that are run by external providers, will conduct their own risk assessments, which will 

be available to the school prior to the trip commencing. 

 

 

Appendix 1 

 

Procedures related to Coronavirus. 

 

If a child becomes unwell with Coronavirus symptoms whilst in the setting, the First Aider will be 

called. The First Aider will be wearing PPE consisting of: gloves, mask and apron. The First Aider 

will assess if the symptoms are Coronavirus related. 

 

Coronavirus symptoms: 

 

• a high temperature – Temperature will be checked (Anything over 37.8 degrees will be 

regarded as high) 

• a new, continuous cough 

• a loss of, or change of sense of smell or taste 

 

Anyone displaying Coronavirus symptoms whilst in the setting will be sent home immediately. 

Parents will be called and the child will wait with the First Aider in an isolated space until they are 

collected. Once the child or member of staff has left the setting the area should be cleaned 

thoroughly. Children and adults can access tests via the government website. If the child or staff 

member tests negative they can return to school. If the child or staff member tests positive, they 

need to isolate as per the current government guidelines. 

 

Children will be assessed for other symptoms and sent home as the usual policy suggests. E.g. 

Sickness 

 

 

 

 

 

 

 


