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First Aid and Illness at School Policy 

Introduction 

Children and adults in our care need good quality first aid provision. Clear and agreed 
systems should ensure that all children are given the same care and understanding in 

our school. 

 
To support supply staff a guidance pack will be issued by the office team on entry. 

 

It is our policy to ensure that appropriate first aid arrangements are in place for our 

staff, pupils and visitors. This includes providing sufficiently trained employees and 
maintaining an adequate supply of first aid equipment. 

 

This policy should be read in conjunction with the school Health and Safety Statement, 

Medicines and Drug misuse policy and the DfE “Guidance on First Aid for Schools”. 

 

First Aid Training 

A member of staff becoming a full First Aider will be given full training in accordance 
with current legal requirements. 

 

The school maintains an up-to-date list of those employees who have undergone full 

and emergency first aid training. The school also ensures that there are always staff with 
Paediatric First Aid certificates in school. Their qualifications will be updated in line with 

any new regulations as and when required. Their certificates are held on file and a list is 

kept with all staff’s first aid and medical certificates including: Epipen training, diabetic 
training and epilepsy awareness training. 

 

All staff will be informed of the First Aid arrangements within the school and made 

aware of this policy as part of their induction. 

 

First Aid Equipment 

 
The Lounge 

Has a fixed locker store for medication, and a fridge for medicines and cool packs. 

 

 The lounge also has a defibrillator which is regularly checked by opening it up so that it 
can run a self-test. 

 

The Business Manager’s Office 
Has a wash basin for use of when cleaning wounds etc. There is a bin for medical waste 

in the disabled toilet nearby. 

 

Details of children with severe medical conditions are kept in the cupboard above the 

sink in the business Manager’s room, along with Epipens etc and including a copy of 

their care plan.  
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Staff medicines are also kept in this cupboard. 
 

All asthma pumps are stored in class in bags, which are taken outside for PE lessons and 

at break and lunchtimes and on any trips out of school. 

 
In addition to this, each first aider has their own first aid kit bumbag - which means that 

they can deal with the majority of first aid incidences in situ either in the classroom or 

outside during breaks and PE lessons. Any first aid incidences that need further 

attention are dealt with in the lounge. 

 

 First aid kits are provided for off site visits. The person in charge will ensure that they 

have a copy of all children’s medical needs and contact details, plus any medication 

including inhalers. Risk Assessments for the trips will take into account and child’s 

medical needs as well. 

 

The checking and ordering of stock is carried out by the front office who will dispose of 
any out of date items and ensure that enough stock is maintained to supply the school. 

 

Accident Procedures 

During playtimes and lunchtimes, injuries that require first aid treatment should be dealt 

with in the first instance by the member of staff on duty. For injuries that require closer 

attention, children should be sent to the lounge to be dealt with. 

 

Minor incidents should be dealt with, wounds cleaned etc.in situ when possible and 

practical. Persons administering first aid should wear disposable gloves where bodily 

fluids are involved. An adult witness should be present if tending an intimate part of the 

body. Any dressings or materials which have been in contact with body fluids (blood, 

vomit etc.) must be disposed of in the designated bin in the disabled toilet. This is 

emptied regularly by an appointed contractor. 

 

During lesson time if no trained member of staff is present, and the injury cannot be 

dealt with, the child should be sent to the lounge, accompanied by another child or 

adult. 

 
All injuries are recorded, including a brief description of the incident on CPOMS, 

including date and time; by the person administering first aid. Head and face 

injuries/bumps require a red letter home informing parents; so the first aider should 
also ensure that the person on duty in the lounge and the class teacher are made aware 

of the injury verbally. This ensures that and a phone call or text home can be made by 

the staff member in the lounge; and the class teacher can keep an eye on the child in 

class and do a handover to the parent at home time. If the child is going to ENJOY After 
School Club and not being picked up by parents at home time – the Class teacher should 

ensure that the staff member collecting the children is advised of any injury to keep an 

eye on the child and do a handover to the parent when they are picked up from the 
club. 
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If a child has an accident, which requires urgent hospital treatment, the school will be 

responsible for calling an ambulance for the child to receive urgent medical treatment. 

Once an ambulance has been arranged, parents will then be informed by the staff in the 
lounge and arrangements can be made where they should meet their child. If parents 

cannot be contacted, a member of staff will accompany the child and stay with them 

until the parents arrive. A report will also be made to the HSE at MKC by the staff 

member on duty in the lounge. 

Reporting to the HSE 
Staff in the lounge will record any accident which results in a reportable injury, disease, 

or dangerous occurrence as defined in the RIDDOR 2013.They will report these to the 

Corporative Health and Safety team at Milton Keynes council via their online portal:  

http://www.milton-keynes.gov.uk/schoolservice-health-safety/ 

Reportable injuries, diseases or dangerous occurrences include:  

● Death 
● Specified injuries, which are: 

o Fractures, other than to fingers, thumbs and toes 

o Amputation 

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

o Any crush injury to the head or torso causing damage to the brain or 

internal organs 

o Serious burns (including scalding)  

o Any scalping requiring hospital treatment 

o Any loss of consciousness caused by head injury or asphyxia 

o 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 

● Injuries where an employee is away from work or unable to perform their normal 

work duties for more than 7 consecutive days (not including the day of the 

incident) 
● Where an accident leads to someone being taken to hospital 
● Near-miss events that do not result in an injury, but could have done. Examples of 

near-miss events relevant to schools include, but are not limited to:  
o The collapse or failure of load-bearing parts of lifts and lifting equipment 
o The accidental release of a biological agent likely to cause severe human 

illness 
o The accidental release or escape of any substance that may cause a serious 

injury or damage to health 
o An electrical short circuit or overload causing a fire or explosion 

http://www.milton-keynes.gov.uk/schoolservice-health-safety/
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Information on how to make a RIDDOR report is available here:  

How to make a RIDDOR report, HSE 

http://www.hse.gov.uk/riddor/report.htm  

 In the case of non-urgent hospital treatment, parents will be informed immediately   

and arrangements made for parents to collect their child. 

Illness 

Children who feel unwell should be sent to the lounge. If the class teacher has concerns, 

they should seek advice from one of the school First Aiders. The decision to send a child 

home will be made by a member of the Senior Leadership Team only. 

 

Vomiting and Diarrhoea 
There are sick bowls/bags in the lounge for children who feel unwell. Sanisand is also 

kept in the lounge for sprinkling on any bio spills. Mops and buckets may be found in the 

cleaner’s cupboard. Vomit must be treated as a biohazard and the area must be 

thoroughly disinfected. 
 

If it is confirmed that a child has vomited or has had diarrhoea in school, they will be 

sent home. Children with these conditions will not be accepted back into school until 24 

hours after the last symptom has elapsed. 

 

Chicken pox and other diseases and rashes 

If a child has any of these infections, they will not be able to return to school for a 

prescribed period of time. 

 

Head Lice 

Staff do not examine children for head lice. If we suspect a child has head lice, we will 

inform parents and ask them to examine them. The expectation is that parents will treat 

their children’s hair. 

The school newsletter will be used as a tool to give parents general information on head 
lice or for an examination request to certain year groups or the whole school. 

 

Pastoral Care and reporting 
There may be occasions that children state they are unwell or require first aid but 

actually require ‘pastoral care’. Incidents requiring ‘pastoral care’ should be treated as 

follows: 
● If an incident occurs during teaching time, a member of staff supporting the 

class/year group should take ‘pastoral care’ of the child ensuring his/her well-
being and if necessary, reporting on CPOMS. 

● If an incident occurs at playtime the member of staff on duty should take 

‘pastoral care’ of the child ensuring his/her well-being and if necessary, reporting 

on CPOMS. It is the member of staff’s responsibility to inform the child’s class 

teacher. 

http://www.hse.gov.uk/riddor/report.htm
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● If an incident occurs at lunchtime the member of staff on duty should take 

‘pastoral care’ of the child ensuring his/her well-being and reporting on CPOMS if 

necessary. It is the member of staff’s responsibility to inform the child’s class 

teacher. 

 

It is the class teacher’s responsibility to inform parents of significant pastoral care needs 

and to ensure that any concerns are also reported on CPOMS. 


