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1 Authority and circulation

1.1 This policy has been authorised by Minerva Ltd which operates Sancton Wood and 
Baby Unicorns  (the Schools).  It is available to parents and pupils and to all 
members of School Staff.

1.2 The arrangements within this policy (for example the number of First Aiders, 
Appointed Persons and First Aid boxes and the contents of First Aid boxes) are 
based on the results of a suitable and sufficient risk assessment carried out by the 
Schools in regards to all Staff, pupils and visitors.

1.3 This policy is drafted in accordance with paragraph 3(6) of the schedule to the 
Education (Independent School Standards) (England) Regulations 2010 (SI 
2010/1997), the Health and Safety at Work etc Act 1974 and subsequent regulations 
and guidance including the Health and Safety (First Aid) Regulations 1981 (SI 
1981/917) and the First Aid  at work: Health and Safety (First Aid) Regulations 1981 
approved code of practice and guidance.

1.4 This policy can be made available in large print or other accessible format if required.

2 Definitions

First Aid: means the treatment of minor injuries which do not need treatment by a 
medical practitioner or nurse as well as treatment of more serious injuries prior to 
assistance from a medical practitioner or nurse for the purpose of preserving life and 
minimising the consequences of injury or illness.  For the avoidance of doubt, First 
Aid does not include giving any tablets or medicines, the only exception being giving 
aspirin in accordance with accepted First Aid practice to treat a suspected heart 
attack.

First Aiders:  are members of staff who have completed an approved First Aid 
course and hold a valid certificate of competence in First Aid at Work (FAW) or 
Emergency First Aid at Work (EFAW).

First Aid Guidance:  is the First Aid  at work: Health and Safety (First Aid) 
Regulations 1981: approved code of practice and guidance (L74  3rd Edition 2013)

Appointed Persons:  are members of staff who are not qualified First Aiders who 
are responsible for looking after the First Aid equipment and facilities and calling the 
emergency services if required.  Appointed persons should not administer First Aid.

Staff:  means any person employed by the Schools, volunteers at the Schools and 
self employed people working on the premises.

3 Aims of this policy 

3.1 To ensure that the Schools have adequate, safe and effective First Aid provision in 
order for every pupil, member of staff and visitor to be well looked after in the event 
of any illness, accident or injury, no matter how major or minor.

3.2 To ensure that all staff and pupils are aware of the procedures in the event of any 
illness, accident or injury.

3.3 Nothing in this policy should affect the ability of any person to contact the emergency 
services in the event of a medical emergency.  For the avoidance of doubt, Staff 
should dial 999 for the emergency services in the event of a medical emergency 
before implementing the terms of this Policy and make clear arrangements for liaison
with ambulance services on the School site.
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4 Who is responsible?

4.1 The Company as the employer has overall responsibility for ensuring that the 
Schools have adequate and appropriate First Aid equipment, facilities and First Aid 
personnel and for ensuring that the correct First Aid procedures are followed.

4.2 The Headteacher delegates to the Site Manager  the day to day responsibility for 
ensuring that there are adequate and appropriate First Aid equipment, facilities and 
appropriately qualified First Aid personnel available to the Schools.  The Site 
Manager will regularly (at least annually) carry out a First Aid risk assessment and 
review the Schools' First Aid needs to ensure that the Schools' First Aid provision is 
adequate. The nominated First Aider is the Site Manager.

4.3 The Headteacher is responsible for ensuring that all staff and pupils (including those 
with reading and language difficulties) are aware of, and have access to, this policy.

4.4 The Headteacher delegates to The Registrar responsibility for collating medical 
consent forms and important medical information for each pupil and ensuring the 
forms and information are accessible to staff as necessary.

4.5 The Headteacher is responsible for ensuring that staff have the appropriate and 
necessary First Aid training as required and that they have sufficient understanding, 
confidence and expertise in relation to First Aid.

4.6 First Aiders:  The Headteacher is responsible for ensuring that the Schools have the
minimum number of First Aid personnel with reference to the advice given in 
Appendix 3 of the First Aid Guidance.  

4.7 In the Early Years Foundation Stage (EYFS) settings at least one person who has a 
current paediatric First Aid certificate must be on the premises at all time when 
children are present. On outings including children from the EYFS there must be at 
least one person who has a current paediatric First Aid certificate. 

For more information please see http://www.hse.gov.uk/firstaid/index.htm.

Please see Appendix 1 for details of relevant staff training

The main duties of First Aiders are to give immediate First Aid to pupils, staff or 
visitors when needed and to ensure that an ambulance or other professional medical 
help is called when necessary.  First Aiders are to ensure that their First Aid 
certificates are kept up to date through liaison with the Administration & Facilities 
Manager.

The First Aiders will undergo update training at least every three years.   First Aid 
training in the EYFS setting must be approved by the local authority.

All staff should read and be aware of this policy, know who to contact in the event of 
any illness, accident or injury and ensure this policy is followed in relation to the 
administration of First Aid.  All staff will use their best endeavours, at all times, to 
secure the welfare of the pupils. 

4.8 Anyone on School premises:  Anyone on the School premises is expected to take 
reasonable care for their own and others' safety.

5 First Aid boxes

5.1 First Aid boxes are marked with a white cross on a green background.  The content 
of the First Aid boxes will be determined by the Schools' First Aid needs assessment 
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and stocked in accordance with Workplace first aid kits. Specification for the contents
of workplace first aid kits, BS 8599-1:2011, June 2011.

5.2 First Aid boxes are located at these positions around the School site and are as near 
to hand washing facilities as is practicable:

 Baby Unicorns

 Unicorn Nursery

 Reception Classroom

 Year 1 Classroom

 Year 2 Classroom

 Year 3, 4, 5, 6 – staffroom

 Seniors – staffroom

 Front office

 Minibus

All requirements for the First Aid kits are supplied by the School Secretary and are 
regularly stocked at request of individual departments.

5.3 School minibuses:  The Schools' minibuses should have a prominently marked 
First Aid box on board which is readily available for use and which is maintained in a 
good condition.  The First Aid box should be stocked in accordance with part 2 of 
schedule 7 of the Road Vehicles (Construction and Use) Regulations 1986 (SI 
1986/1078) which is set out in Appendix 4.

5.4 Off-site activities:  First Aid boxes for any off-site activities are kept in the Staff 
Room

6 Information on pupils

6.1 Parents are requested to provide written consent for the administration of First Aid 
and medical treatment before pupils are admitted to the Schools.  This requirement 
will not prevent a child of sufficient understanding and intelligence to understand fully 
what is proposed, from giving or withholding consent to medical treatment or from 
seeking advice or treatment in confidence.

6.2 The school secretary will be responsible for reviewing pupils' confidential medical 
records and providing essential medical information regarding allergies, recent 
accidents or illnesses, or other medical conditions which may affect a pupil's 
functioning at the Schools to the class teachers and First Aiders on a "need to know" 
basis.  This information should be kept confidential but may be disclosed to the 
relevant professionals if it is necessary to safeguard or promote the welfare of a pupil
or other members of the School community.

7 Procedure in the event of illness 

7.1 Provision will be made for pupils if they feel unwell. If a pupil is unwell during lessons 
then they should consult the member of staff in charge who will assess the situation 
and decide on the next course of action. The First Aider will decide on the next 
course of action and provide the First Aid as required.
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7.2 On admission, the Schools will discuss with parents the procedure for children who 
may become ill or infectious. Details of the Schools' procedure can be found in 
Appendix 1.

8 Procedure in the event of an accident or injury

8.1 If an accident occurs, then the member of staff in charge should be consulted.  That 
person  will assess the situation and decide on the next course of action, which may 
involve calling immediately for an ambulance.  Appointed Persons or First Aiders can
also be called if necessary and should be called if the Site Manager is not available 
immediately. 

8.2 In the event that the First Aider does not consider that they can adequately deal with 
the presenting condition by the administration of First Aid, then they should arrange 
for the injured person to access appropriate medical treatment without delay.  This 
may involve calling for an ambulance or making arrangements to transport the 
injured person to A & E or access other appropriate medical services. 

8.3 Ambulances: If an ambulance is called then the First Aider in charge (Gary Lomax- 
Site Manager)  should make arrangements for the ambulance to have access to the 
accident site.  For the avoidance of doubt, the address and / or GPS co-ordinates 
should be provided and arrangements should be made for the ambulance to be met.

8.4 Staff should always call an ambulance when there is a medical emergency and / or 
serious injury.

8.5 Examples of medical emergencies include: 

· a significant head injury

· fitting, unconsciousness or concussion

· difficulty in breathing and / or chest pains

· a severe allergic reaction

· a severe loss of blood

· severe burns or scalds

· the possibility of a serious fracture.

8.6 Arrangements should be made to ensure that any pupil is accompanied in the 
ambulance, or followed to hospital, by a member of staff if it is not possible to contact
the parents in time.

8.7 If a spillage of blood or other bodily fluids occurs, the Site Manager must be 
informed, they will then arrange for the proper containment, clear up and cleansing of
the spillage site.  

9 Procedure in the event of contact with blood or other bodily fluids

9.1 The First Aider should take the following precautions to avoid risk of infection:

9.1.1 cover any cuts and grazes on their own skin with a waterproof dressing;

9.1.2 wear suitable disposable gloves when dealing with blood or other bodily 
fluids;

5 © Veale Wasbrough Vizards LLP

 



Sancton Wood School 
First aid policy

9.1.3 use suitable eye protection and a disposable apron where splashing may 
occur;

9.1.4 use devices such as face shields, where appropriate, when giving mouth to 
mouth resuscitation;

9.1.5 wash hands after every procedure.

9.2 If the First Aider suspects that they or any other person may have been contaminated
with blood and other bodily fluids which are not their own, the following actions 
should be taken without delay:

9.2.1 wash splashes off skin with soap and running water;

9.2.2 wash splashes out of eyes with tap water or an eye wash bottle;

9.2.3 wash splashes out of nose or mouth with tap water, taking care not to swallow
the water;

9.2.4 record details of the contamination;

9.2.5 report the incident to the headteacher and take medical advice if appropriate.

10 Reporting

10.1 All injuries, accidents and illnesses, however minor must complete an accident report
form. Any serious accidents should be reported to the Head of Department/ Site 
Manager who will ensure that parents and HSE are kept informed as necessary.

10.2 The Schools must inform parents of any accident, injury to or first aid treatment 
provided on the same day or as soon as reasonably practicable via an accident form

10.3 Registered providers must notify Ofsted of any serious accident, illness or injury to, 
or death of, any child whilst in their care, and of the action taken in respect of it.  
Notification must be made as soon as is reasonably practicable, but in any event 
within 14 days of the incident occurring.  A registered provider who, without 
reasonable excuse, fails to comply with this requirement, commits an offence.1 

10.4 In the event of an investigation, the Site Manager should be informed  who will then 
ensure that relevant members of the Senior Leadership Team are updated 
throughout the process.

10.5 Accident report form:  The First Aider will fill in an accident report form for every 
accident that occurs on or off the School site if in connection with the Schools' 
activities that have required first aid treatment. The Site Manager will keep the 
accident books on file. Records should be stored for at least three years or if the 
person injured is a minor (under 18), until they are 21.  See Appendix 6 – this form 
should be used when it is a serious accident.

10.6 Reporting to Parents:  In the event of accident or injury parents must be informed 
as soon as practicable.  The member of staff in charge at the time will decide how 
and when this information should be communicated, in consultation with the Head if 
necessary. 

10.7 The Schools will inform parents of any accidents or injury or First Aid treatment that 
is given to pupils in the EYFS setting on the same day or as soon as is reasonably 
practicable.

1 Registered EYFS only
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10.8 Reporting to HSE:  The Company is legally required under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 2013 (SI 2013/1471) (RIDDOR) 
to report the following to the HSE.  

10.9 Accidents involving Staff 

(a) work related accidents resulting in death or 'specified' injury (including 
as a result of physical violence) must be reported immediately (major 
injury examples: any loss of consciousness caused by head injury or 
asphyxia; amputation); or

(b) work related accidents which prevent the injured person from 
continuing with his / her normal work for more than seven days; or

(c) cases of work related diseases that a doctor notifies the School of (for 
example: certain poisonings; lung diseases; infections such as 
tuberculosis or hepatitis; occupational cancer); or

(d) certain dangerous occurrences (near misses - reportable examples: 
bursting of closed pipes; electrical short circuit causing fire; accidental 
release of any substance that may cause injury to health).

(e) Accidents involving pupils or visitors

(f) accidents where the person is killed or is taken from the site of the 
accident to hospital and where the accident arises out of or in 
connection with:

(i) any School activity (on or off the premises)

(ii) the way a School activity has been organised or managed (e.g.
the supervision of a field trip)

(iii) equipment, machinery or substances

(iv) the design or condition of the premises.

10.10 More information on how and what to report to the HSE, can be found in Incident 
reporting in schools (EDIS1 (revision 3)) and at 
http://www.hse.gov.uk/riddor/resources.htm.  

10.11 It is possible to report online via the following link: 
http://www.hse.gov.uk/riddor/index.htm. 

10.12 Fatal and specified injuries involving employees can also be reported 0845 300 99 
23.

11 Monitoring

11.1 The Head will organise a regular review of the Schools' Accident and Illness book in 
order to take note of trends and areas of improvement.  This will form part of the (at 
least) annual First Aid risk assessment.  The information may help identify training or 
other needs and be useful for investigative or insurance purposes.  In addition, the 
Head will undertake a review of all procedures following any major incident to check 
whether the procedures were sufficiently robust to deal with the major occurrence or 
whether improvements should be made.
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Authorised by Richard Settle

Date [July 2015]

Effective date of the policy July 2015

Circulation [Governors / all staff / [volunteers] automatically]

[Parents on request]

Status Mandatory

Complies with:

Blood-borne viruses in the workplace: guidance for 
employers and employees (Health and Safety 
Executive, 2001)

Control of Substances Hazardous to Health Regulations
2002 (SI 2002/2677)

Education (Independent School Standards) (England) 
Regulations 2010 (SI 2010/1997)

First Aid at work: Health and Safety (First Aid) 
Regulations 1981: approved code of practice and 
guidance (Health and Safety Executive, 3rd edition, 
2013)

Health and Safety at Work etc Act 1974

Health and Safety (First-Aid) Regulations 1981 (SI 
1981/917)

Reporting of Injuries, Diseases and Dangerous 
Occurrences Regulations 2013 (SI 2013/1471)

Statutory Framework for the Early Years Foundation 
Stage (Department for Education, March 2012)

A ppendix 1 Procedure for dealing with sick and infectious children

If a child is sent home, we expect parents to adhere to Sancton Wood Schools First Aid 
Policy when it states the following that:

Parents or legal guardians must inform staff of any illness/accident/medication that the child 
has had at home in the 48 hours before coming to school.

Children who are ill should not come to school.
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Children who appear ill may be refused attendance on arrival at the school at the discretion 
of the Headteacher.

Children suffering from sickness and/or diarrhoea should stay away from school until 48 
hours after the symptoms have ceased.

Prescribed medicines, including inhalers, may be given to children during the school day if 
necessary. These should be handed in to a member of staff and the appropriate forms will 
be completed and signed by the parents or legal guardian. Children should remain at home 
for the first 48 hours after starting a course of antibiotics. However, it may be advisable to 
have your child to remain at home for up to 72 hours. 

A fever (high temperature) is classified depending on the age of a child and is listed below:

· Under five a fever (high temperature) is a temperature over 37.5C/(99.5F.

· In children five and over, a fever is a temperature of 38C/ 100.4F or over. 

Fevers are quite common in young children and are usually mild. If the child’s face feels hot 
to the touch and they look red or flushed they may have a fever, staff can check their 
temperature with a thermometer.

· Measured under the arm, normal temperature is about 36.4°C/97.4°F. 

· Under the tongue, normal temperature is slightly higher at about 37°C/98.4°F.
This may vary a bit.

Most fevers are caused by an infection or other illness. 

The school first aider or first aider will encourage your child to drink as much fluid as 
possible and even if the child isn’t thirsty, we will try to get them to drink little and often to 
keep their fluid levels up. It is not necessary to give them food unless they want it. The 
following suggestions may help the child feel more comfortable: 

· Give the child plenty of cool clear fluids.

· Undress them to their underwear.

· Cover them with a sheet if necessary.

· Keep the room well aired and at a comfortable temperature about 18°C/65°F 
by adjusting the radiators or opening a window. 

· If the child’s temperature remains high and is above 39–41°C/103–105°F, or 
if a child still feels feverish, we will be going to the hospital.

Conditions that can cause fevers include: flu, ear infections, roseola (a virus that causes a 
temperature and rash), tonsillitis, kidney or urinary infections, common childhood illnesses 
such as measles, mumps, chickenpox and whooping cough. Other things that may raise the 
temperature of a child include: overheating because of too much bedding or clothing, being 
vaccinated. 

At both schools, if the parent or legal guardian is meeting the child at the hospital, the 
accompanying adult will take a copy of the accident form (FA10 or FA11) or copy of the 
accident sheet of the accident book with them (TLG).If this is not possible, due to the need to
leave quickly, the parent will be asked to sign the form later. Injuries or medical problems of 
a more serious nature will always be referred for medical advice, either by attendance at the 
local Accident and Emergency Department or by summoning an ambulance, or by calling the
parent or legal guardian to the school to take their child to their own doctor

The nearest hospital is:
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Cambridge University Hospital
NHS Foundation Trust
Cambridge Biomedical Campus
Hills Road
Cambridge
CB2  0QQ

Telephone Number: 01223 245151

Should a child need to be taken to hospital in an ambulance, one of the following adults 
should accompany the child:

· The person who saw the accident and can explain what happened to 
paramedics and hospital staff

· The child’s form teacher or nursery nurse

One of the school’s main first aiders and whoever accompanies the child must have a 
charged mobile phone with them.

If a child is injured, the person reporting the accident should ensure that the school first aider
or whoever is covering her knows what has happened. 

Report the accident in the following order:

· Phone for an ambulance 

· Inform Head of Department/Headteacher

On returning to school, a detailed account of the accident will be completed, given to Gary 
Lomax, the Site Manager  and Richard Settle, Headteacher

This will be evaluated and where appropriate a risk assessment  will be undertaken. If there 
are any risks identified further action will be taken to eliminate any problems.]
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A ppendix 2 HIV and the giving of First Aid

Always wear disposable gloves when administering first aid.  We have these in various 
locations in the school; they are inexpensive so please use them.  

Current medical advice is:

· Wash your hands before and after giving first aid

· Cover any cuts or broken skin on your hands with waterproof plasters.

· Any splashes of blood from another person on the skin, eyes or mouth should
be washed off with copious amounts of water or soap and water

· If disposable gloves are worn, your hands should be washed after first aid is 
given, firstly with the gloves on and then again after the gloves have been 
discarded

· There is no reason not to give mouth-to-mouth resuscitation for fear of being 
infected with HIV. Used paper, plasters, bodily fluids etc should be disposed 
of in a sealed plastic bag. 

A ppendix 3 Disposal of waste

A risk assessment, as required by COSHH, should be carried out on any waste generated. 
Certain waste is classified as clinical waste and its collection, storage and disposal is subject
to strict controls. Clinical waste includes waste consisting wholly or partly of blood or other 
body fluids, swabs or dressings, syringes, needles or other sharp instruments, which unless 
made safe may be hazardous to any person being exposed to it. Human hygiene waste, 
which is generated in places like schools, offices and factories (as well as in the home), is 
generally assumed not to be clinical waste as the risk of infection is no greater than that for 
domestic waste. However, those carrying out the risk assessment may have local 
knowledge, which means they cannot make this assumption. 
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A ppendix 4 First Aid for Employees

There is a separate accident book in the Front Office for injuries involving members of staff. 
The Health and Safety Committee will decide whether risk assessments need to change as 
the result of any accidents and whether they need to be reported under RIDDOR 2013 
(Health and Safety Executive – 0845 300 99 23). It is the employee’s responsibility to inform 
the headteacher of any medical conditions, which may affect their work. Members of staff 
are duty bound to act responsibly and to do everything possible to prevent personal injury to 
themselves and to others. The Administration & Facilities Manager is available for 
consultation on any health matters.  All discussions will be treated with confidentiality where 
appropriate. If an employee has a medical condition, we will require more information to be 
provided in writing which would help us to promote understanding of health conditions and 
disability in the workplace. 

This is a necessary requirement to help us in the assessing the suitability of the employee’s 
working environment. A risk assessment will be completed to identify any problems. The 
school first aiders will not administer or supply medicines to staff inclusive of headache 
tablets due to possible staff allergies. 

The employee who has a medical condition will be expected to fill out an emergency action 
plan and emergency measures will be put in place to ensure their safety in the workplace. 
This will be reviewed on a monthly basis where appropriate to ascertain any changes in the 
medical condition. It is essential that the employee brings their medication on a daily basis to
the workplace and has signed a permission form for the administration of medicine (for 
adults). The employee will provide training to the staff group where appropriate in order to 
minimise any risks in the workplace and risk assessments will be carried out where 
necessary
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A ppendix 5 Part 2 of schedule 7 of the Road Vehicles (Construction and Use) 
Regulations 1986 (SI 1986/1078)

First Aid equipment:

· Ten antiseptic wipes, foil packed

· One conforming disposable bandage (not less than 7.5 cm wide)

· Two triangular bandages

· One packet of 24 assorted adhesive dressings

· Three large sterile un-medicated ambulance dressings (not less than 15.0 cm
× 20.0 cm)

· Two sterile eye pads, with attachments

· Twelve assorted safety pins

· One pair of rustless blunt-ended scissors.
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A ppendix 6 Record of First Aid 

It is good practice for a book to be kept to record incidents.  Where there are a number of 
First Aiders it is advisable that there is one central book, if possible.  The book should be 
kept in accordance with the requirements of the Data Protection Act 1998.

Record of First Aid 

Date and time

Name of pupil who required First Aid 

Location of administration of first and 
location of incident (if applicable)

Details of the injury / illness / event and what
First Aid was administered

What happened to the person immediately 
afterwards (did they go home / to hospital 
etc)?

Were the student's parents informed?

Was the HSE informed?  (if so please 
provide details of the date and method of 
reporting)

Name of First Aider / appointed person

Signature

Date of signature
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