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FIRST AID POLICY


















  

First aid can save lives and prevent minor injuries becoming major ones. Under health and safety legislation employers have to ensure that there are adequate and appropriate equipment and facilities for providing ﬁrst aid in the workplace. 	
Huntingdon House School actively promotes the health care of each child and responds to needs on an individual basis.


Objectives in order of priority
1. To preserve life
2. To prevent condition worsening or, if required, maintain casualty in a stable condition until further medical intervention is available.
3. Promote recovery.
Statement
First aid provision is available at all times while people are on school premises, and also off the premises whilst on school visits. 

First aid and minor illness treatment is only administered by competent designated members of staff.

All permanent staff as part of their CPD will have to attend a one day training course in the use of first aid if they do not already have it on appointment. These members of staff are trained so that they can:-
· give immediate help to casualties with common injuries or illnesses and those arising from speciﬁc hazards at school; 
· when necessary, ensure that an ambulance or other professional medical help is called. 

The school also has a minimum of three members of staff who are the Appointed First Aiders. They are not able to give ﬁrst aid treatment for which they have not been trained. Whilst other staff may be in receipt of first aid training, there will always be 2 named staff that will be designated to undertake the Appointed Person specific responsibilities.  
When choosing the two appointed first aiders, the following will be considered:-
· reliability and communication skills; 
· aptitude and ability to absorb new knowledge and learn new skills; 
· ability to cope with stressful and physically
· demanding emergency procedures;
· normal duties. A ﬁrst aider must be able to leave to go immediately to an emergency. 

These two members of staff are responsible for:-
· taking charge when someone is injured or becomes ill; 
· looking after the ﬁrst-aid equipment e.g. restocking the ﬁrst-aid kits; 
· ensuring that an ambulance or other professional medical help is summoned when appropriate. 
 
The school ensures that all members of staff receive emergency ﬁrst aid training/refresher training, as appropriate.
	
All medications administered will be recorded on Huntingdon House School Medical Administration forms.

All accidents reported will be recorded on an Accident Report forms.

Guidelines for First Aider Intervention
1. Stay calm. First Aider to assess the situation and make sure he/she does not put self in danger. To these ends area needs to be checked. Latex gloves must be worn if there is any likelihood of coming into contact with bodily fluids – blood, vomit, urine, faeces. Any spillage of bodily fluids must be cleaned using the appropriate cleaning resources in the spillage 1st aid box and cleaning cloth sealed in a plastic bag and disposed of immediately after use.
The First Aider may use as appropriate, anti-septic wipes, a dry sterile dressing or administer non-prescribed medication with parental consent (see parental consent form for prescription and non-prescription medication.)

2. The following conditions will automatically require expert medical attention:
· Unconsciousness
· Breathing abnormalities (not responsive to regular medication – e.g. asthma inhalers
· Circulation problems
· Cuts or lacerations where bleeding continues for a long period
· Undiagnosed fits or diagnosed epileptic seizures that are repeated or last for more than 5 minutes.
· Serious burns, scalds or any electrical burns
· Suspected poisoning or substance abuse
· Persistent vomiting and/ or diarrhoea
· Injury to bones or joints
· Muscular injury that significantly impairs function
· Any illness that renders a person unfit to school routines

	Storage of First Aid materials and medication
	A first aid store is located in a locked under stair room on the 1st floor, it contains a locked wall cabinet to store any prescribed medication that remains left on site. A under counter lockable fridge and a sink unit for the storage of replenishment 1st aid resources.( sink not in use)
Full First Aid kits are located in the first aid room (1st floor), the kitchen (ground floor) and the first and second floor landings. Other First Aid kits are located around the school at strategic points. The location of the First Aid kits follows company health and safety guidance. 
The first aid store will have replenishment items for 1st aid kits on site. The 1st aid kits will be checked at the end of every month and restocked as required. There will be a check list of all the boxes on site identifying their positions and signed to say they have been checked. 
There is no mandatory list of items for a ﬁrst-aid kit. However, the HSE recommends that, where there is no special risk identiﬁed, a minimum provision of ﬁrst-aid items would be: 
· a leaﬂet giving general advice on ﬁrst aid; 
· individually wrapped sterile adhesive dressings (assorted sizes); 
· two sterile eye pads; 
· four individually wrapped triangular bandages (preferably sterile);
· six safety pins; 
· six medium sized (approximately 12cm x 12cm) individually wrapped sterile unmedicated wound dressings; 
· two large (approximately 18cm x 18cm) sterile individually wrapped unmedicated wound dressings;
· one pair of disposable gloves. 
· Equivalent or additional items are acceptable. 

Member of staff will have access to a first aid kit for their car if they are transporting students on trips or line with their education. Pupils are frequently transported by staff in their own vehicles. The school ensures that these kits are replaced at regular intervals and include as a minimum:-
· a leaﬂet giving general advice on ﬁrst aid. 
· six individually wrapped sterile adhesive dressings; 
· one large sterile unmedicated wound dressing ­approximately 18cm x 18cm; 
· two triangular bandages; 
· two safety pins; 
· individually wrapped moist cleansing wipes; 
· one pair of disposable gloves. 

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. 

The Welfare Manager will be identified as the person responsible for examining the contents of ﬁrst-aid kits. These are checked frequently and restocked as soon as possible after use. There is extra stock in the school. Items are discarded safely after the expiry date has passed.
 
The Head of Care and Welfare informs all staff (including any with reading and language difﬁculties) of the ﬁrst-aid arrangements. This should include the location of equipment, facilities and ﬁrst-aid personnel, and the procedures for monitoring and reviewing the school's ﬁrst-aid needs. First aid signs (a white cross on a green background) are displayed in prominent places around the school to show the location of First Aid kits. First aid information is included in new staff induction programmes. 

Employers must provide suitable and sufﬁcient accommodation for ﬁrst aid according to the assessment of ﬁrst-aid needs identiﬁed. The Education (School Premises) Regulations 1996 require every school to have a suitable room that can be used for medical or dental treatment when required, and for the care of pupils during school hours. The area, which must contain a washbasin and be reasonably near to a WC, need not be used solely for medical purposes, but it should be appropriate for that purpose and readily available for use when needed. Huntingdon House School has designated the Medical room in the school for this purpose. 

	All prescribed and non-prescribed medication will be double-locked in the first aid Store (See also Medical Inventory and Administration Forms and Medication Dispensing Policy.)

Reporting accidents and record keeping
Statutory requirements 
Under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) some accidents must be reported to the HSE. 

The employer must keep a record of any reportable injury, disease or dangerous occurrence. This must include: the date and method of reporting; 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. This record can be combined with other accident records. 



What accidents to employees do LEAs and/or schools need to report? 
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). 
If there is any doubt about the need to report an accident to HSE, the school will contact the Company’s Health and Safety Officer (Andy Whitlock) and/or seek advice from the Company’s Health and Safety Consultants.
How should schools report them? 
HSE must be notiﬁed of fatal and major injuries and dangerous occurrences without delay (e.g. by telephone). This must be followed up within ten days with a written report on Form 2508. 
Other reportable accidents do not need immediate notiﬁcation, but they must be reported to HSE within ten days on Form 2508. 

What about pupils and other people who are not at work? 
An accident that happens to pupils or visitors must be reported to the HSE on Form 2508 if: 
· the person involved is killed or is 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 HSE without delay and followed up in writing within ten days on Form 2508. 

In HSE's view an accident must be reported if it relates to: 
· any school activity, both on or off the premises; 
· the way a school activity has been organised and managed (e.g. the supervision of a ﬁeld trip); 
· equipment, machinery or substances; 
· the design or condition of the premises. 



Record keeping 
The school has an accident book, stored in the Main Office. Paper copies of accident forms are kept in personal files for at least three years. 
The school also has a Huntingdon House School accident report form (staff, pupil and witness versions). This builds upon the information required when completing the accident book. This report form also provides a format for an action plan to put in place measures to try to prevent this accident happening again. 

The school keeps a record of any ﬁrst aid treatment given by ﬁrst aiders and appointed persons. This includes: 
· the date, time and place of incident; 
· the name (and class) of the injured or ill person; 
· details of the injury/illness and what ﬁrst aid was given; 
· what happened to the person immediately afterwards (for example went home, resumed normal duties, went back to class, went to hospital); 
· name and signature of the ﬁrst aider or person dealing with the incident. 

The information in the record book can: 
· help the school identify accident trends and possible areas for improvement in the control of health and safety risks; 
· be used for reference in future ﬁrst-aid needs assessments; 
· be helpful for insurance and investigative purposes. 

In an emergency, the headteacher/teacher in charge will contact the child's parent/guardian/named contact as soon as possible. All serious or signiﬁcant incidents to the parents e.g. by sending a letter home with the child, or telephoning the parents. 

Please see:
1. Huntingdon House School accident report form (staff/pupil/visitor/contractor* delete as appropriate)

2. Huntingdon House School accident report form : witness
(staff/pupil/visitor/contractor* delete as appropriate)

3. Huntingdon House School staff health questionnaire

	ISSUED BY:
	ISSUE DATE:
	DATE SHARED WITH STAFF:
	SIGNATURE OF DIRECTOR:
	DATE OF REVIEW:

	Dave Butcher

	September. 2025
	
	
	Next up-date due: September 2026








[image: A bird flying in the air

Description automatically generated]      FIRST AIDERS


Please note the following are the appointed school First Aiders:

Dave Butcher  (Head of Care and Welfare)
Carolyn Stevens (Teacher / HR )
Rebecca Lewis (Proprietor )


All other permanent members of staff will complete a minimum of a one day First Aid course as part of their induction programme

Staff refresh these qualifications as required. 
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