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1. Aims

This policy outlines the procedures and provisions for first aid at The Croft Primary School. It aims to ensure the
health and safety of all pupils, staff, and visitors by providing prompt and effective first aid in the event of
illness or injury. This policy is in accordance with the Health and Safety (First-Aid) Regulations 1981 and other
relevant guidance.

The Croft Primary School is committed to providing emergency first aid provision to deal with accidents and
incidents affecting staff, pupils, and visitors. The school will take every reasonable precaution to ensure the
safety and wellbeing of all staff, pupils, and visitors.

The school will undertake and review a First Aid Needs Assessment to determine adequate and appropriate
levels of first aid provision in accordance with the Health and Safety (First-Aid) Regulations 1981. The
assessment will be reviewed annually and whenever significant changes occur to staffing, premises, pupil
needs, activities or educational visits.

The aims of our first aid policy are to:
? Provide a safe and healthy environment for all members of the school community.
> Ensure that appropriate first aid is available at all times during school hours and school-related activities.
» Outline the roles and responsibilities of staff in providing first aid.
> Establish clear procedures for responding to accidents and emergencies.
> Comply with relevant legislation and best practice guidelines.
2 Ensure the health and safety of all staff, pupils and visitors

> Provide a framework for responding to an incident and recording and reporting the outcomes

Teachers and other staff working with pupils and students are expected to use their best endeavours at all
times, particularly in emergencies, to secure the welfare of the pupils and students in education in the same
way that parents might be expected to act towards their children. Nothing in this policy will 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 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.

This policy should be read in conjunction with the school’s Safeguarding children policy.
This policy applies to:

All pupils attending The Croft Primary School.

All staff employed by The Croft Primary School (including teaching, support, and administrative staff).
All visitors to The Croft Primary School (including parents, volunteers, and contractors).

All school-related activities, both on and off school premises.

2. Legislation and guidance

Health and Safety (First-Aid) Regulations 1981

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR)
Guidance on First Aid for Schools (DfE)

Health and Safety at Work etc. Act 1974 and associated regulations

School Premises (England) Regulations 2012

3. Roles and responsibilities
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https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.legislation.gov.uk/uksi/2012/1943/contents/made

Statement of First Aid organisation
The school's arrangements for carrying out the policy include these key principles.

e The Governing body have a duty to approve, implement and review the policy
e To report, record and where appropriate investigate all accidents
o To record all occasions when first aid is administered to employees, pupils and visitors
e To provide the equipment and materials to carry out first aid treatment
o To make arrangements to provide training to employees, maintain a record of that training and review it
regularly

e To establish a procedure for managing accidents in school which require first aid treatment
¢ To provide information to employees on the arrangements for first aid

3.1 Designated first aiders

The school’s appointed [person(s) is Mrs Sam Partridge. They are responsible for:

? Taking charge when someone is injured or becomes ill

? Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the contents of
these kits

? Ensuring that an ambulance or other professional medical help is summoned when appropriate
First aiders are trained and qualified to carry out the role and are responsible for:

? Acting as first responders to any incidents; they will assess the situation where there is an injured or ill
person, and provide immediate and appropriate treatment

2 Filling in an accident report on the same day, or as soon as is reasonably practicable, after an incident

The vast majority of staff have had basic first aid training which enables them to administer first aid to pupils.

3.2 The local authority and governing body

Gloucestershire County Council has ultimate responsibility for health and safety matters in the school, but
delegates responsibility for the strategic management of such matters to the school’s governing body.

The governing body delegates operational matters and day-to-day tasks to the headteacher and staff members.

3.4 The headteacher

The headteacher is responsible for the implementation of this policy, including:
> Ensuring that an appropriate number of trained first aid personnel are present in the school at all times
? Ensuring that first aiders have an appropriate qualification, keep training up to date
? Ensuring all staff are aware of first aid procedures

> Ensuring appropriate risk assessments are completed and appropriate measures are put in place

3.5 Staff
School staff are responsible for:
> Ensuring they follow first aid procedures
> Ensuring they know who the first aiders in school are
> Completing accident reports for all incidents they attend to where an appointed person is not called

> Informing the headteacher or their manager of any specific health conditions or first aid needs

3.6 Parents / Carers
Parents/carers are responsible for:

e Providing the school with up-to-date emergency contact details.
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¢ Informing the school of any medical conditions, allergies or health needs that may affect their child
whilst at school.

e Providing any prescribed medication or medical equipment required by their child in accordance with
school procedures.

e Informing the school promptly of any changes to their child's medical needs or emergency contact
information.

4. First aid procedures
4.1 In-school procedures

Any provision of first —aid should be recorded in the excel spreadsheet saved on the laptop in the staff
room, including details of the incident and the action taken.

e Minor Injuries:

o A member of staff or the designated first aider will provide first aid to the injured person.
o The incident will be recorded in the accident book.
o Parents/carers will be informed if necessary.

e Serious Injuries or Illnesses:

A designated first aider will provide immediate first aid.
Emergency services will be called (999).
Parents/carers will be informed immediately and asked to collect their child if appropriate.
A senior member of staff will take charge of the situation.
o Other pupils will be supervised and kept away from the area.
¢ Head Injuries:

O O O O

o Any pupil who sustains a head injury will be monitored closely for signs of concussion.
o Parents/carers will be informed, even if the injury appears minor using a note sent home.
o Medical advice will be sought if necessary.

e Pupils with Medical Conditions:

o Staff will be aware of pupils with medical conditions (e.g., allergies, asthma, diabetes) and their
individual care plans.
o Medication will be administered in accordance with the school's policy on administering
medication.
o Emergency procedures will be followed as outlined in the pupil's care plan.
¢ Communicable Diseases:

o The school will follow guidance from the UK Health Security Agency (UKSHA) and other
relevant public health bodies regarding the management of communicable diseases.

o Parents/carers will be informed if there is an outbreak of a communicable disease in the school.

o Appropriate infection control measures will be implemented.

There will be at least 1 person who has a current paediatric first aid (PFA) certificate on the premises at all
times.
4.2 Off-site procedures
When taking pupils off the school premises, staff will ensure they always have the following:
> A mobile phone
> A portable first aid kit
> Information about the specific medical needs of pupils
> Parents’ contact details

Risk assessments will be completed by the visit leader prior to any educational visit that necessitates taking
pupils off school premises these will be completed and saved on GCC E-Visit.
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There will always be at least 1 first aider with a current paediatric first aid (PFA) certificate on school trips and
visits, as required by the statutory framework for the Early Years Foundation Stage.

5. Consent

Parents will be asked to complete and sign a medical consent form when their child is admitted to the school,
which includes emergency numbers, alongside details of allergies and chronic conditions — these forms will be
updated at the start of each school year. It is parents’ responsibility to ensure that they inform the school if
they change or update their contact details.

Staff do not act 'in loco parentis’ in making medical decisions as this has no basis in law — staff will always aim
to act and respond to accidents and illnesses based on what is reasonable under the circumstances and will
always act in good faith while having the best interests of the pupil in mind.

6. First aid equipment
A typical first aid kit in our school will include the following:
? Regular and large bandages
? Eye pad bandages
> Triangular bandages
? Adhesive tape
> Safety pins
> Disposable gloves
> Antiseptic wipes
> Plasters of assorted sizes
> Scissors
> Cold compresses
> Burns dressings
No medication is kept in first aid kits.
First aid kits are stored in:
> Reception area
> Staff room

First aid boxes will be checked regularly by the designated first aider to ensure that contents remain stocked, in
date and suitable for the needs identified though the First Aid Needs Assessment.

6.1 Automated External Defibrillator (AED)

The school maintains an Automated External Defibrillator (AED) to support the emergency response to a
suspected cardiac arrest.

The AED is located at:

The Staff Room

The location of the AED is communicated to all staff.
In the event of a suspected cardiac arrest:

e A member of staff should immediately call 999 and follow the instructions provided by the emergency
services operator.
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e The AED should be retrieved without delay.

e The AED may be used by any responsible adult, as the device provides clear voice and visual
instructions to guide the user.

e Cardiopulmonary resuscitation (CPR) should be commenced immediately where appropriate and
continued until emergency services arrive or the casualty shows signs of recovery.

e Where possible, another member of staff should be sent to direct emergency services to the casualty's
location.

The school will ensure that:

e The AED is maintained in accordance with the manufacturer's guidance.

e Regular checks are undertaken to confirm the device is present, operational and within the expiry dates
for pads and batteries.

e Staff are informed of the location of the AED as part of induction and regular health and safety
updates.

e Opportunities are provided for staff to undertake CPR and AED awareness training.

Any use of the AED will be recorded and reported in accordance with the school's accident reporting
procedures, and any replenishment or maintenance requirements will be actioned promptly following use.

7. Record-keeping and reporting

7.1 First aid and accident record book

o All first aid incidents will be recorded in the school's accident book — excel spreadsheet saved on staff
room computer.
e The accident book will include details of:

Date and time of the incident

Name of the injured person

Nature of the injury or illness

First aid provided

Action taken (e.g., informing parents, calling emergency services)
Name of the first aider

O O O O O O

> For more serious injuries / accidents an accident form will be completed by the relevant member of staff on
the same day or as soon as possible after an incident resulting in an injury

> Records held in the first aid and accident book will be retained by the school for a minimum of 3 years and
where possible until the child reaches age 25

7.2 Reporting to the HSE

School staff will keep a record of any accident which results in a reportable injury, disease, or dangerous
occurrence as defined in the RIDDOR 2013 legislation (regulations 4, 5, 6 and 7).

School staff will report these to the Health and Safety Executive as soon as is reasonably practicable and in any
event within 10 days of the incident.

An accident involving a pupil or visitor is reportable under RIDDOR where the accident arises out of or in
connection with a work activity and the injured person is taken directly from the scene of the accident to
hospital for treatment. Not all hospital visits are reportable under RIDDOR.

Reportable injuries, diseases or dangerous occurrences include:
> Death

> Specified injuries, which are:
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e Amputations

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

e Any crush injury to the head or torso causing damage to the brain or internal organs
e Serious burns (including scalding)

¢ Any scalding requiring hospital treatment

e Any loss of consciousness caused by 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

2 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)

? 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:

e The collapse or failure of load-bearing parts of lifts and lifting equipment
e The accidental release of a biological agent likely to cause severe human illness

e The accidental release or escape of any substance that may cause a serious injury or damage to
health

¢ An electrical short circuit or overload causing a fire or explosion
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

7.3 Reporting to Ofsted and child protection agencies

Where required under the EYFS statutory framework, Ofsted will be notified of serious accidents, Ilinesses,
injuries or deaths involving children within the EYFS provision. This will happen as soon as is reasonably
practicable, and no later than 14 days after the incident.

The headteacher will also notify Gloucestershire County Council of any serious accident or injury to, or the
death of, a pupil while in the school’s care.

8. Training

Basic first aid awareness training provided to staff may include:

Basic life support (CPR)

Treatment of common injuries and illnesses
Management of medical emergencies

Use of first aid equipment

Use of AED

O 0O O O O

The school will keep a register of all trained first aiders, what training they have received and when this is valid
until.

At all times, at least 1 staff member will have a current paediatric first aid (PFA) certificate which meets the
requirements set out in the Early Years Foundation Stage statutory framework and is updated at least every 3
years.

9. Monitoring arrangements
This policy will be reviewed to ensure its effectiveness and approved by the governing body annually.
e The policy will be reviewed annually, or more frequently if necessary, in light of:
o Changes in legislation or guidance

o Changes in the school's context or needs
o Feedback from staff, parents, and pupils
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o Analysis of accident and incident data
The review will be conducted by a designated person or team.
Any necessary amendments will be made to the policy.
The updated policy will be communicated to all stakeholders.
The school will use the findings of the monitoring and review process to improve first aid provision.

10. Links with other policies
This first aid policy is linked to the
> Health and safety policy
> Policy on supporting pupils with medical conditions
2 SEND Policy
? Safeguarding Policy
> Educational Visits
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Appendix 1: List of First Aid Trained Staff

STAFF MEMBER’'S NAME

Sam Partridge

Chris Greenwood
Sandi Carr

Ryan Malpass
Aaron Wright
Natasha Hartley
Eve Berry

Emily Gann
Louise Nicholls
Suzanne Atkins
Rebecca Gore
Holly Ostle

Jess Innes

Abbie Ford
Leslie Swanepoel
Vicki Gunn

Amy Ely
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QUALIFICATION

L3 First Aid at Work

Paediatric First Aid
Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Paediatric First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Basic First Aid

Paediatric First Aid

Paediatric First Aid

DATE OF LAST
TRAINING

16 February 2025
16 January 2025
1 September 2026

1 September 2026
1 September 2026
1 September 2026
1 September 2026
14 July 2026

1 September 2026
1 September 2026
1 September 2026
1 September 2026
1 September 2026
1 September 2026
1 September 2026
1 September 2026
1 September 2026
14 July 2026

14 May 2025



Appendix 2: Accident Report Form

NAME OF INJURED ROLE/CLASS
PERSON

DATE AND TIME OF LOCATION OF
INCIDENT INCIDENT

INCIDENT DETAILS

Describe in detail what happened, how it happened and what injuries the person incurred

ACTION TAKEN

Describe the steps taken in response to the incident, including any first aid treatment, and what happened to
the injured person immediately afterwards.

FOLLOW-UP ACTION REQUIRED

Outline what steps the school will take to check on the injured person, and what it will do to reduce the risk of
the incident happening again

NAME OF PERSON
ATTENDING THE
INCIDENT

SIGNATURE DATE
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