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Florence Melly Community Primary School  

First Aid Policy 
IF YOU CAN DREAM IT, YOU CAN DO IT!



Florence Melly Community Primary School 

First Aid Policy - March 2023 

We have a duty of care under the Health and Safety (First Aid) Regulations 1981 to promote the 
health, safety and welfare of all pupils, school personnel and school visitors by providing adequate 
first aid equipment, facilities and school personnel qualified in first aid. 
  
Annually, we carry out an assessment of medical and first-aid needs which involves consideration 
of workplace hazards and risks, the size of the school and the number of people on site in order to 
determine what first-aid equipment we should provide. 
  
We will ensure that under the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR) that all accidents resulting in death, major injury or the prevention of 
the injured person undertaking their normal work for more than three days will be reported to the 
Health and Safety Executive (HSE). 
  
We will ensure that first aid provision is up to date and available at all times in school and for all 
off-site educational visits and sporting events. Pupils and school personnel with specific health 
needs and disabilities will be given specific consideration. 
  
We ensure that identified school staff members: 
  

• are trained in first aid; 
• will attend periodic first aid refresher training; 
• are trained in how to administer medication in the case of a severe allergic reaction; 
• are familiar with the Individual Health Care Plans of pupils in their care; 
• know what to do in an emergency; 
• are aware that allergy management strategies are incorporated into risk assessments for all 

school events, educational visits and sporting events. 
  
We work hard to have in place, and to maintain, a system that ensures all medical care plans are 
kept up to date and are available at all times to school personnel who may need them in an 
emergency. It is vital that all medical care plans clearly indicate whether a pupil needs emergency 
medication such as asthma inhalers or epipens. 

Those members of the school personnel who have volunteered to administer or supervise the 
taking of medication attend regular refresher training and are up to date with the medical care 
plans for those pupils with specific medical needs or emergency medication. 

We are aware that following a change in the law, we are allowed to purchase spare adrenaline 
auto-injectors such as EpiPen, Jext or Emerade for use on children with serious allergies in 
emergencies. We acknowledge that these spare devices can only be used on pupils at risk of 
anaphylaxis (a life-threatening allergic reaction) where consent from doctors and parents has 
already been obtained. We believe that parents will now feel more confident about their children's 
safety during school time knowing that we have in place spare adrenaline auto-injectors. 

We believe all school pupils should be taught basic first aid such as dealing with head injuries, 
CPR, the purpose of defibrillators and how to call the emergency services. We have introduced a 
programme of first aid into our Cultural Capital curriculum, as we believe young people need the 
tools to be ready to thrive when they leave school. We firmly believe simple yet vital first aid skills 
can save lives.  
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We wish to work closely with the Junior Leadership Team and to hear their views and opinions as 
we acknowledge and support Article 12 of the United Nations Convention on the Rights of the 
Child that children should be encouraged to form and to express their views. 
    
We believe it is essential that this policy clearly identifies and outlines the roles and responsibilities 
of all those involved in the procedures and arrangements that is connected with this policy. 
  
Aims: 

• To provide adequate first aid provision and medical care for pupils and school personnel. 
• To have in place qualified first aid personnel who are aware of hygiene and infection control 

procedures. 
• To have in place health and safety control measures. 
• To have in place adequate first aid equipment. 
• To have in place excellent lines of communication with the emergency services and other 

external agencies. 
• To teach basic first aid to all pupils. 
• To ensure compliance with all relevant legislation connected to this policy. 
• To work with other schools and the local authority to share good practice in order to 

improve this policy. 
  
Responsibility for the Policy and Procedure 

The Governing Body has: 
  

• nominated a member of staff to take charge of first aid arrangements; 
• delegated powers and responsibilities to the Headteacher 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); 

• delegated powers and responsibilities to the Headteacher to ensure all school personnel and 
visitors to the school are aware of and comply with this policy; 

• responsibility for ensuring that the school complies with all equalities legislation; 
• nominated a designated Equalities Governor to ensure that appropriate action will be taken 

to deal with all prejudice related incidents or incidents which are a breach of this policy;  
• responsibility for ensuring funding is in place to support this policy; 
• responsibility for ensuring this policy and all policies are maintained and updated regularly; 
• responsibility for ensuring all policies are made available to parents; 
• the responsibility of involving the Junior Leadership Team in:  

• determining this policy with the Governing Body; 
• discussing improvements to this policy during the school year; 
• organising surveys to gauge the thoughts of all pupils; 
• reviewing the effectiveness of this policy with the Governing Body 

• nominated a link governor to: 
• ¨ visit the school regularly;  
• work closely with the Headteacher and the coordinator; 
• ensure this policy and other linked policies are up to date; 
• ensure that everyone connected with the school is aware of this policy; 
• attend training related to this policy; 
• report to the Governing Body every term;  
• annually report to the Governing Body on the success and development of this policy. 

• responsibility for the effective implementation, monitoring and evaluation of this policy. 
  
The Headteacher will: 
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• work in conjunction with the Senior Leadership Team to ensure all school personnel, pupils 
and parents are aware of and comply with this policy; 

• undertake an assessment of first-aid needs which involves consideration of workplace 
hazards and risks, the size of the school and the number of people on site in order to 
determine what first-aid equipment is required; 

• ensure risk assessments are: 
• in place and cover all aspects of medical and first aid; 
• accurate and suitable; 
• reviewed annually; 
• easily available for all school personnel. 

• 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); 

• have in place the following health and safety control measures: 
• Adequate and appropriate first aid equipment and resources available. 
• Any faulty equipment restored, replaced or removed. 
• First aid boxes strategically placed around the school. 
• First aid boxes well resourced and maintained. 
• Identified personnel trained in first aid. 
• Named first aiders in place and well qualified. 
• First aiders attend all off-site visits and activities. 
• School personnel aware of first aid procedures. 
• Policy in place. 
• All stakeholders aware of school policy. 
• School policy published on school website, school handbook and staff handbook. 
• Training in place for all new staff. 
• On-going monitoring in place. 
• Annual review to ensure adequacy for identified hazards, allergies etc. 

• purchase and have in place spare adrenaline auto-injectors such as EpiPen, Jext or Emerade 
for use on children with serious allergies in emergencies; 

• train all school personnel in first aid arrangements; 
• ensure basic first aid is firmly embedded into the school curriculum; 
• give pupils the opportunity to attend first aid training during organised after school 

activities; 
• organise first aid workshops for parents; 
• work closely with the link governor and coordinator; 
• provide leadership and vision in respect of equality; 
• provide guidance, support and training to all staff; 
• monitor the effectiveness of this policy by speaking with pupils, school personnel, parents 

and governors; 
• annually report to the Governing Body on the success and development of this policy. 

  
The nominated firs aid lead will: 
  

• ensure all school personnel are trained in first aid arrangements and hold a valid certificate 
of competence that is valid for three years; 

• ensure all identified school personnel receive refresher training every three years; 
• ensure the following is available: 

• a sink with hot and cold running water; 
• drinking water and disposable cups; 
• soap and paper towels; 
• a store for first-aid materials; 
• a telephone or other communication equipment; and 
• a digital log for recording incidents attended by a first-aider or appointed person. 

• ensure that there are adequate stocks of first aid equipment; 
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• ensure first aid kits are British Standard BS 8599 and contain the following as suggested by 
HSE: 

• a leaflet giving general guidance on first aid;  
• individually wrapped sterile plasters (assorted sizes), appropriate to the type of work 

(hypoallergenic plasters can be provided if necessary); 
• sterile eye pads; 
• individually wrapped triangular bandages, preferably sterile; 
• safety pins; 
• large sterile individually wrapped unmedicated wound dressings; 
• medium-sized sterile individually wrapped unmedicated wound dressings; 
• disposable gloves.  

• position and maintain first aid containers at appropriate locations around the school; 
• conduct with the Health and Safety coordinator annual risk assessments; 
• ensure all accidents and injuries are recorded and reported; 
• ensure that pupils and school personnel with specific health needs and disabilities are given 

specific consideration; 
• ensure the appropriate medical resources (asthma inhalers, insulin, epipens) are available 

for those pupils with specific health needs at all times; 
• ensure school personnel are aware of the specific health needs and disabilities 
• determine the level of provision: 

• at breaktimes and lunch times 
• when school personnel are absent 
• for all educational visits and sporting activities 
• for curriculum activities 

• ensure first aid kits are taken on educational visits or off-site sporting activities; 
• ensure there is a designated medical room/cupboard that is kept well stocked and free from 

clutter; 
• ensure school personnel follow basic hygiene procedures and have access to disposable 

gloves and hand washing facilities; 
• inform parents of any accident especially head injuries and of any first aid administered; 
• ensure first aid notices are displayed in the appropriate places; 
• ensure first aid information is provided in the staff handbook; 
• provide guidance and support to all school personnel; 
• keep up to date with new developments and resources; 
• review and monitor; 
• annually report to the Governing Body on the success of this policy. 
• carry out regular inspections of premises and school activities; 
• assist in carrying risk assessments; 
• investigate potential hazards, employee complaints, accidents and dangerous occurrences; 
• make representation to employers and others on health and safety matters arising; 
• provide information and guidance to school personnel; 
• lead the development of this policy throughout the school; 
• work closely with the Headteacher, their line manager and the nominated governor; 
• provide guidance and support to all staff; 
• provide training for all staff on induction and when the need arises regarding; 
• keep up to date with new developments and resources; 
• review and monitor; 

All school personnel must: 
  

• be aware of first aid arrangements; 
• be suitably trained in identifying pupils with expected medical problems; 
• report any concerns they have on the medical welfare of any pupil; 
• undertake training in first aid, administration of medicines and awareness of medical 

problems in pupils; 
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• report and record all accidents and first aid treatment administered; 
• teach basic first aid to their pupils; 
• implement the school’s equalities policy and schemes; 
• report and deal with all incidents of discrimination; 
• attend appropriate training sessions on equality; 
• report any concerns they have on any aspect of the school community. 

  
Parents/carers will: 
  

• be aware of and comply with this policy; 
• inform the school of their child’s medical history that may be a cause for concern; 
• complete the necessary paper work before the school administers any medication to a child; 
• be given the opportunity to attend first aid workshops in order to understand and be 

familiar with basic first aid skills; 
• be encouraged to work in school as volunteers; 
• be asked to take part periodic surveys conducted by the school; 
• support the school Code of Conduct and guidance necessary to ensure smooth running of 

the school. 
  
Pupils: 
  

• be aware of and comply with this policy; 
• must report all accidents; 
• will be given the opportunity to attend first aid training; 
• listen carefully to all instructions given by the teacher; 
• ask for further help if they do not understand; 
• treat others, their work and equipment with respect; 
• support the school Code of Conduct and guidance necessary to ensure the smooth running 

of the school; 
• liaise with the Junior Leadership Team; 
• take part in questionnaires and surveys. 

  
Reporting 

All accidents and injuries will be: 
  

• recorded in the Accident Book with all details given; 
• reported to parents in person, via Medical Tracker, by letter or phone 

  
All accidents involving the loss of life, major injury or preventing the injured person undertaking 
their normal work for more than three days must be reported to the Health and Safety Executive 
(HSE).  
  
Safeguarding 

Florence Melly Community Primary School is committed to safeguarding children and promoting 
children’s welfare and expects all staff, governors, volunteers and visitors to share this 
commitment and maintain a vigilant and safe environment. Everyone has a responsibility to act, 
without delay, to protect children by reporting anything that might suggest a child is being abused 
or neglected. It is our willingness to work safely and challenge inappropriate behaviours that 
underpins this commitment. The school seeks to work in partnership with families and other 
agencies to improve the outcomes for children who are vulnerable or in need. 

At Florence Melly Community Primary School we strongly believe that: 

Florence Melly Community Primary School 
First Aid Policy - March 2023 Page   of  6 7



 ‘Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who 
comes into contact with children and their families and carers has a role to play. In order to fulfil 
this responsibility effectively, all professionals should make sure their approach is child-centred. 
This means that they should consider, at all times, what is in the best interests of the child.’ (DFE 
2022) safeguarding and from the evidence gained we put into place all necessary improvements.
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