
 
 
 

 
PRINCIPLES 
 
We aim to: 
 
• put in place clear and precise arrangements for administering first aid; 
• ensure that students receive first aid, when necessary, and that the right and appropriate steps 

are taken to save lives and prevent minor injuries becoming major ones; 
• ensure that the appropriate equipment and facilities are available for providing first aid in school;  
• ensure that the appropriate provision is in place;  
• assess risk to determine if additional provision across school is required; 
• ensure that first aid provision is available at all times whilst people are on the school premises 

and also off site whilst on educational visits organised by the school; 
• ensure that the school operates in accordance with the Health and Safety at Work Act 1974; 
• ensure that the appropriate number of first aiders/appointed persons are on site; 
• ensure that the appropriate number of first aid containers are on site and that they are located in 

the right and appropriate places;  
• ensure that the appropriate number of first aid containers are taken on educational visits; 
•  review the school’s first aid needs to ensure that provision is adequate;  
•  conduct regular assessments of risk before deciding on the number of trained first aiders 

required; and 
• ensure that all staff are informed in relation to first-aid procedures by having readily available 

information in prominent places in all rooms across school.  
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1.  BACKGROUND INFORMATION  

1.1  The contents of this policy are written in accordance with The Guidance on First Aid for 
Schools produced by the DFE and guided by The Health and Safety (First Aid) Regulations 
1981. In addition, this policy should be read alongside the school’s policy on Health and 
Safety.  

 
2  PRACTICE  
 
2.1  In order to administer first aid appropriately, we will ensure that: 
 

• all persons on school site have access to first aid provision whilst on the school site 
and whilst on educational visits;  

• the school will hold suitably stocked first aid containers, which are accessible to first 
aiders and/or appointed people; 

• at least two members of staff will act as the school’s appointed person and will share 
responsibilities and take charge of first-aid arrangements; 

• first aiders and appointed people have appropriate training; 
• the appropriate number of first aiders and/or appointed people are on site to meet 

statutory requirements; 
• first aiders complete a training course approved by the Health and Safety Executive 

(HSE); 
• first aiders give immediate help to casualties with common injuries or illnesses, please 

note that this includes injuries or illnesses which arise form hazards in school; 
• first aiders will ensure that medical help is sought if necessary, for example an 

ambulance;  
• the appointed person takes charge of a situation where someone is injured or has 

fallen ill; 
• the appointed person ensures that all equipment is in place; 
• the appointed person will ensure that an ambulance or other professional help is 

summoned when appropriate;  
• first aid provision for staff, students and visitors does not fall below the required 

standard; and 
• first aid provision for all complies with all relevant legislation and guidance.  

 
 
2.2  The school will ensure that an adequate number of first aiders are trained and hold a valid 

certificate of competence issued by an organisation approved by the HSE. 
 
2.3 The school will ensure that refresher courses are available for first aiders whose certificates 

have expired (beyond three years).  
 
2.4  The school will ensure that at least one appointed person is in place.  
 
2.5 The school will ensure that all staff and students have access to information, which informs 

them of the identity of all first aiders and the school’s appointed person.  
 
2.6 The school will ensure that it follows HSE guidance with regards to what is held in all first-aid 

containers.  
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2.7  The school’s Registrar is responsible for ensuring that supplies are replenished in all first aid 
containers and that all first aid containers hold the minimum provision as outlined by the 
HSE.  

 
2.8 The school’s Registrar is responsible for ensuring that first-aid containers are correctly 

stocked for any educational visit.  
 
2.9 The school’s Director of Resources is responsible for ensuring that the school’s minibuses and 

any contract carriages hold a first-aid container.  
 
2.10 The school has suitable and sufficient accommodation intended for first aid, this is in line 

with The Education (School Premises) Regulations 1996. 
 
2.11 All staff issuing first aid must take precautions to avoid infection and must follow basic 

hygiene procedures, please see appendix A Accidents Involving Blood.  
 
2.12 Staff administering first aid will have access to single-use disposable gloves and hand 

washing facilities.  
 
2.13 Staff administering first aid will ensure that they use single-use disposable gloves at all times.  
 
2.14 The school’s Registrar and Director of Resources will take on the responsibility as the 

Appointed Person in school.  
 
3  FIRST AID PROCEDURES 
 
3.1  In-school procedures 
 

In the event of an accident resulting in injury: 
 

o the closest member of staff present will assess the seriousness of the injury and seek 
the assistance of a qualified first aider, if appropriate, who will provide the required 
first aid treatment; 

o the first aider, 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; 

o the first aider will also decide whether the injured person should be moved or placed 
in a recovery position; 

o if the first aider judges that a student is too unwell to remain in school, parents will be 
contacted and asked to collect their child. Upon their arrival, the first aider will 
recommend next steps to the parents; 

o if emergency services are called, the Registrar will contact parents immediately; 
o the Registrar will complete an accident report form on the same day or as soon as is 

reasonably practical after an incident resulting in an injury 
 

During coronavirus: first aiders will follow Health and Safety Executive (HSE) guidance for 
first aid during coronavirus. They will try to assist at a safe distance from the casualty as 
much as possible and minimise the time they share a breathing zone. Treating any casualty 
properly will be the first concern. Where it is necessary for first aid provision to be 
administered in close proximity, those administering it will pay particular attention to 
sanitation measures immediately afterwards including washing their hands. 
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3.2  Off-site procedures 
 

When taking students off the school premises, staff will ensure they always have the 
following: 
 

o a school mobile phone; 
o a portable first aid kit; 
o information about the specific medical needs of students; 
o parents’ contact details. 
o  

Risk assessments will be completed by the lead member of staff  prior to any educational visit 
that necessitates taking students off school premises. This will be assessed and approved by 
the Deputy Head (DSL).  

 
4  PROVIDING INFORMATION 
 
4.1  The school has a responsibility to inform all staff of first aid arrangements, this should 

include: 
 

• the names of all first aid trained staff; 
• the location of equipment; 
• facilities available and first aid personnel; and 
• procedures for reviewing the school’s first aid needs. 

 
4.2 First aid notices are displayed in all rooms and in a prominent place.  
 
4.3 New staff and students are inducted by ensuring they are aware of first aid arrangements.  
 
5.  ROLES AND RESPONSIBILITIES 
 
5.1 It is the responsibility of the school’s leaders and governing body to ensure that: 
 

• all parts of the school are considered when deciding on the level of first aid provision; 
• there is adequate provision in place at break and lunch times; 
• there is adequate cover to address any staff illness; 
• there is adequate provision in place for educational visits and that educational visits 

do not compromise first aid provision on school site; 
• there is adequate provision in place for practical subject areas, for example, Science 

and Physical Education; 
• there is adequate provision for extracurricular activities; 
• there is an agreement in place with any contractors on joint provision for first aid of 

their employees; and  
• there is adequate provision for all trainees, for example, salaried and unsalaried 

trainees.   
 
6.  REPORTING ACCIDENTS AND RECORD KEEPING 
 
6.1 Information pertaining to how the school records accidents and incidents which require the 

administering of first aid is held in the school’s statutory Health and Safety policy.   
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6.2 The accident registrar is presented to the governors’ Resource and Audit Committee on a 
termly basis.  

 
6.3  Reporting to the HSE 
 
  The Registrar 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). 
   
  The Registrar/Director of Resources will report these to the Health and Safety Executive as 

soon as is reasonably practicable and in any event within 10 days of the incident.  
 
  Reportable injuries, diseases or dangerous occurrences include:  
 

o death; 
o Specified injuries, which are: 
 
o fractures, other than to fingers, thumbs and toes; 
o amputations; 
o any injury likely to lead to permanent loss of sight or reduction in sight; 
o any crush injury to the head or torso causing damage to the brain or internal organs; 
o serious burns (including scalding); 
o any scalding requiring hospital treatment; 
o any loss of consciousness caused by head injury or asphyxia; 
o 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 of a biological agent likely to cause severe human illness; 
• 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. 

 
Information on how to make a RIDDOR report is available here:  

  How to make a RIDDOR report, HSE 
  http://www.hse.gov.uk/riddor/report.htm 
 
6.4  Notifying parents 
 

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

 
6.4  Reporting to Ofsted and child protection agencies 
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The Deputy Head (DSL) notify Ofsted of any serious accident, illness or injury to, or death of, 
a student while in the school’s care. This will happen as soon as is reasonably practicable, and 
no later than 14 days after the incident. 
The Deputy Head (DSL) will also notify the Royal Borough of any serious accident or injury to, 
or the death of, a student while in the school’s care. 

 
7.  LINKS WITH OTHER POLICIES 
  

Health and safety policy 
  Risk assessment policy 
  Policy on supporting pupils with medical conditions 
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APPENDIX A  
 
ACCIDENTS INVOLVING BLOOD 
 

• Accidents involving blood, e.g. cuts, nosebleeds etc. carry the danger of Hepatitis B, HIV (Aids) 
etc. 

 
• If possible, make the patient put pressure on their nose or cut to stop the bleeding. 
 
• If blood has been spilt on any work surface then carry out the following procedure, or if 

appropriate, ask the person involved to do this: 
 

• avoid getting blood on yourself, or on other people; 
• put on rubber gloves; 
• use disposable paper towels, tissue etc. to mop up the spillage; 
• wipe surfaces with a suitable cleaning solution and leave for ½ hour if possible; and 
• put all contaminated material into plastic bag, put in some bleach, tie up bag, then put in 

a bin. 
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