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Introduction

This policy describes the school’s systems for ensuring that adequate arrangements are in place to
provide emergency first aid for pupils, visitors and employees, so as to meet statutory requirements and
relevant non-statutory guidance.

Responsibilities
1. The governing body has overall responsibility for ensuring that adequate arrangements are made
for the provision of emergency first aid. This responsibility is delegated to the head teacher on
a day to day basis.

2. All teaching staff, teaching assistants and teaching support staff, and administrative staff will be
requested to undertake first aid training for school-based staff. This training will be renewed on
the recommended cycle (three years).

3. At least one member of staff within the Early Years team will be trained in paediatric first aid.

4. At least one member of staff will be trained in first aid in the workplace. Where possible this will
be a member of staff who is office-based, and who will act as the first aid coordinator.

5. Any member of staff who has received appropriate first aid training may be called upon to provide
emergency first aid to any pupil, visitor or staff member at any time.

Equipment and location of first aid kits

1. Resources for dealing with minor first aid incidents will be located in:
e The school reception area
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The key stage 1 toilet area
Reception classroom area
The staffroom

Resources for dealing with more significant first aid incidents will be located in:
The Medical Inspection room, along with storage of first aid stock

Travel first aid kits will be kept in the MI room, for use during off site visits.

The first aid coordinator will be responsible for ensuring that all first aid resources are maintained
and ready for use.

All staff members are responsible for notifying the first aid coordinator if a resource is incomplete
of an item needs replacing.

Provision of first aid during school break-times

1.

A qualified member of staff will be designated as the provider of minor first aid during school
break-times.

The area by the key stage 1 toilets will be designated as the first aid point. Children will be taught
that they can report to the first aid point if they are hurt or unwell at break-times. If a child is
injured or unwell they will, where ever possible, be brought to the first aid point by another adult
(not sent unattended).

The designated first aider will deal with all minor incidents, but will seek further advice form the
first aid coordinator where necessary and in the event of a more serious incident.

Provision of first aid during teaching times

1.

Any suitably qualified member of staff within a teaching team will provide first aid to a child (or
adult) who becomes ill or injured within the school day. The person providing first aid will remain
with the patient until they are formally handed on to another first aider, or other appropriate
supervision (e.g. a paramedic, a child’s parent).

Recording and reporting of first aid

1.

3.

All incidents of first aid will be recorded in the single first aid record, which will be kept at the first
aid point in the key stage 1 toilet area.

The member of staff providing first aid will complete the record fully, and the removable copy
sheet will be given to the patient (child or adult). Children will also be given a sticker to wear
(and may be given a *head bump’ wristband — see below).

‘Reportable’ incidents will be recorded using the Local Authority on-line accident reporting facility.
A reportable incident means a serious incident, specifically:
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A member of staff has been injured in the course of his/her duties, and is unable to work for
more than seven days as a result;

Serious injuries to pupils (or non-staff members) resulting in hospital treatment due to the way
an activity has been carried out, lack of supervision, defective equipment, or defects in the
premises.

More information is available in the office.

The on-line report will be made by the School Business Manager or Senior School Administrator,
who will complete the record with the relevant staff member.

Pupils who may have received an injury to the head

1.

Where children have received, or are suspected to have received, a bump or blow to the head a
telephone call will be made to the parent advising them of the fact. Under normal circumstances
this will just be an advisory call and parents will be advised of any treatment their child has
received. This call will be made by the first aider, and will be recorded in the ‘Record of telephone
calls home’ book in the main office.

Children will also receive any appropriate first aid, with a record of first aid being completed in
the single first aid record book and a copy of the entry given to the child.

In addition: the child’s teacher will be notified that the child has reported a head injury. All
staff will be alert to the possibility of concussion and the child will be appropriately monitored for
any indication of concussion. A child displaying any indication of concussion will be treated as a
medical emergency.

Medical emergencies

1.

If an accident or incident occurs which means that a child or adult requires additional emergency
treatment, including urgent transportation to a hospital, a 999 call will be made. The first aider
will normally make this decision in conjunction with another staff member — normally the head
teacher or deputy head (see below). 999 calls will normally be made from the school line, with
office staff informed so that the necessary pupil/staff patient information can be provided.

Parents (or next of kin) will be contacted after the 999 call, to inform them that an
ambulance/paramedic has been called.

Where ever possible the decision to call emergency services will be agreed with the head teacher
(or deputy head), but in an emergency staff should not delay making a 999 call whilst trying to
locate the head teacher. However the head teacher (or deputy) must always be notified as soon
as possible if emergency services have been called.

Medical incidents — non urgent

1.

If an accident or incident requires further emergency treatment, but not urgent medical attention,
the head teacher (or deputy) will determine what a reasonable and sensible course of action is.
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2. Parents, or next of kin, may be contacted and asked to attend school to determine whether they

wish to take a child home, or transport them to a treatment centre. A parent may be offered the
choice of the school making a 999 call, prior to the parent attending.

The head teacher (or deputy) will always be consulted before a telephone call home is made, in
relation to non-urgent medical incidents.

Children who become unwell during school

1.

3.

If a child becomes unwell during the school day he or she will be supervised by an appropriate
adult, and given appropriate care — for example moving to a quieter space or a medical rest area.

Children may have their temperature checked using a digital ear thermometer. If a child is feeling
sick he or she will be provided with a medical vomit bag, and removed to a suitable supervision
space.

The decision to contact a parent if a child is unwell at school will be made by the head teacher,
or deputy head teacher.

Clearing up after a first aid incident, or episode of illness

1.

The supervising adult or first aider is responsible for ensuring the safe and hygienic clear up
following a first aid incident, or episode of iliness.

In the event that specialist cleaning or further advice is required the school office must be notified
immediately.

Under no circumstances may potential hazards, such as vomit (including vomit covered in
granules), or first aid waste, be left unattended. All items, including unused vomit bags, must be
removed and returned to storage. If any stock requires replacement the first aid coordinator
must be informed.
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