
 

 

 

 
Statement of Intent 

First Aid Policy 

 

The Governing Body of Lees Primary School acknowledge and accept its responsibilities 

under the Health and Safety (First Aid) Regulations 1981, to provide equipment and 

facilities that are adequate and appropriate for enabling first aid to be rendered to 

employees, pupils and visitors in the school. 

Our First Aid Policy will be successfully implemented through the delivery of the 

following aims and objectives: 

 

• Undertaking a First Aid Needs Assessment to determine the requirements for 

the provision of first aid within the school premises. 

• Ensuring that there are suitable facilities and equipment to administer first aid, 

where necessary. 

• Ensuring that there is a sufficient number of staff trained in first aid on duty at 

all times. 

• Ensuring that the requirements of this policy are clear and appropriately 

circulated, including the location of first aid equipment, facilities and personnel. 

 

The appointed people are named in school on a poster. 

The appointed person for hospital referrals is: Head or Deputy  

The appointed persons for the administration and storage of medicines is: The office 

manager  

Facilities: 

 
First aid will be administered in entrance hall at lunch/playtime for all children. And 

for all children during the day in Years 2-6. This- 

 

• Has adequate heating, ventilation and lighting 

• Open to the Robin classroom for assistance  

• Is kept clean and tidy at all times 

• Is in close proximity to a toilet facility 

• Is central to the school and near teaching areas at the side and above as 

the doors remain open 

• Is open and light to ensure safeguarding of pupils and staff 

• Has a sink with hot and cold water nearby in the Hall 

 

 

During lessons, first aid may be given to children in Years N-1 in their classroom. Which   

is highly staffed, has hot water and is open and light.  Lunch and playtime is through the 



 

above. 



 

 

1. Fixed and portable first aid containers 

 

1.1. First aid containers are identified by a white cross on a green background. 

 

1.2. The school has one main first aid cabinet in each classroom plus the entrance 

Hall. 

 

1.3. The school has a smaller bag which are used for trips. 

 

1.4. No medicinal substances are permitted within a first aid container. 

 

1.5. Inventories are kept of all first aid supplies including expiry dates. 

 

1.6. The contents of the school’s first aid bags will be regularly checked by a named 

First Aider. 

 

1.7. First aid items will be discarded safely after the expiry date has passed. 

 

1.8. First aid bags will be: 

• Prominently marked as a first aid container. 

• Maintained and in a good condition. 

• Suitable for the purpose of keeping the items referred to above in good 

condition. 

• Readily available for use. 

 

Contents: 

 

1.9. Fixed first aid containers will contain, at a minimum: 

 

• Individually wrapped and assorted sized, sterile adhesive dressings. 

• Sterile eye pads and washes. 

• Wrapped triangular bandages (preferably sterile). 

• Safety pins. 

• Medium sized (approximately 12cm x 12cm) individually wrapped 

unmediated sterile wound dressings. 



 

 

2. Selection of first aiders 

 

2.1. When selecting first aiders Lees should consider an individual’s: 

 

• 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 immediately in an 

emergency. 
 

3. Training 

 

3.1. The Business Manager is responsible for organising first aid training. 

 

3.2. New staff members are offered first aid training as part of their induction 

training. 

 

3.3. Lunchtime supervisors will also undertake first aid training as required. 

 

3.4. The school keeps a record of who is trained in first aid and the date that their 

certificates expire. 

 

3.5. First aiders will be re-trained within three months prior to the end of the 

third year, when their first aid certificates expire. 

 

3.6. All staff should ensure that they have read the school’s First Aid Policy and 

sign the training record to confirm that they have done this. 

 

4. Roles and responsibilities 

First aiders 

4.1. The main duties of first aiders are to: 

 

• Complete a training course approved by the HSE. 

• Give immediate help to casualties with common injuries and those arising 

from specific hazards at the school. 

• Ensure that an ambulance or other professional medical help is called, 

where appropriate. 



 

 

Appointed person 

 

4.2. The main duties of the appointed person are to: 

 

• Take charge of first aid arrangements, including looking after equipment 

and calling the emergency services, where necessary. 

• Bear in mind that they are not all first aiders. They should not give first 

aid treatment for which they have not been trained, although it is good 

practice to ensure that they have emergency first aid/refresher training, 

including: 

- What to do in an emergency. 

- Cardiopulmonary resuscitation. 

- First aid for the unconscious casualty. 

- First aid for the wounded or bleeding. 

 

5. Reporting incidents and record keeping 

Reporting 

 

6.1 The School will ensure that procedures are in place to report any major or fatal 

injuries to the HSE without delay (e.g. by telephone), as required by RIDDOR. 

Other reportable injuries will be reported within 10 days. 

 

 

6.2 Any serious or significant incidents that do not require emergency attention 

involving a pupil will also be reported to parents, e.g. by sending a letter home 

with the pupil. 

 

 
Record keeping 

 

6.3 The School will ensure that records are kept of any reportable death, specified 

injury, disease or dangerous occurrence that requires reporting under RIDDOR. 

 

6.4 These records will include the following: 

 

• The date and method of reporting 

• The date, time and place of the incident 

• Personal details of those involved in the incident 

• A brief description of the nature of the incident or disease 



 

 

6.5 Reportable injuries include the following: 

 

• Fractures, other than to fingers, thumbs and toes 

• Amputations 

• Any injury likely to lead to permanent loss of sight or reduction in sight 

• Any crush injury to the head or torso causing damage to the brain or internal 

organs 

• Serious burns (including scalding), which cover more than 10 percent of the 

body or cause significant damage to the eyes, respiratory system or other vital 

organs. 

• Any scalping requiring hospital treatment. 

• Any loss of consciousness caused by a head injury or asphyxia. 

• 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. 

 

6.6 First aiders will ensure that they comply with the reporting procedures of the 

school after administering treatment, including recording the following: 

 

• The date, time and place of the 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 (e.g. 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. 

 

 

6.7 The Accident Book and Reportable Injury forms and the Medications File are 

held in the School Office, along with children’s confidential medical details. An 

incident log is held in cabinet in the main entrance 

6.8 Records will be maintained for no fewer than three years after the incident. 

 

6. Children with medical needs (ongoing) 

 

7.1 Children with ongoing medical needs such as diabetes, epilepsy etc. will have 

individual care plans drawn up by Medical professionals. The School follows these 

and has regular meetings with parents/carers to ensure that these are up to 

date. Medication such as Epi-pens are kept with the child. Yearly training is given. 

The sell by dates of any medicines remains the responsibility of parents/carers 

not the School. 



 

 

7. Equality 

 

8.1 All staff at Lees Primary School promote equality and good community relations 

and avoid discrimination against anyone for reasons of race, colour, nationality, 

ethnic or national origins, gender, disability, religion or belief, sexual orientation, 

or socio-economic circumstances. 

 

Procedure: 

 

• If a child says they are unwell or have hurt a part of their body and want it 

checking, we ask a trained first aider and another adult (DSL or deputy or another 

first aider) to oversee this. The vast majority of staff are first aid trained.  

• The child is taken to the main entrance where the first aid kits are kept in a central 

area. This has access to three doors inclusive of outside. It is also an open space 

bellow a classroom and next to the hall, meaning assistance can be given if needed. 

All spaces are used all day for teaching so adults are on hand. 

• Children are encouraged to be as independent as possible when checking or 

removing an item of clothing, for example.  

• Staff check the child is happy and in agreement with any first aid or checking 

before it begins. If not, it will not occur and parents would be contacted to come 

and check. 

• If first aid is given, forms are completed for parents.  

• If not needed, it is reported as a note on cpoms in case the child feels unwell later.  

 

 

This policy will be reviewed every two years, or earlier if necessary.  

 

Reviewed June 25   

 J Mercer. Chair of Governors  


