
 

 

 

 

First Aid Policy 

 

Date Review Date Coordinator 

December ‘21 September ‘22 Paul Quarry 

 

Context 
 
Fitzwilliam Primary School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share the same 
commitment.   
 

Roles and Responsibilities 
 
The Local Governing Board is responsible for the First Aid Policy in the school, 
which is implemented by the Headteacher.  
 
The Headteacher is responsible for implementing the policy, identifying suitable staff 
members for managing first aid and the administration of medicines, and ensuring 
that appropriate resources and staff training are available in line with current health 
and safety legislation. 
 
All staff are responsible for understanding the importance of risk assessment, and 
recognising the health needs of pupils for whom they have responsibility. Staff need 
to ensure they know who the current First Aiders are (lists with names of First Aiders 
are displayed in offices, classrooms and the staff room). Staff must be aware of 
specific medical details of individual students as given by the Senior Leadership 
Team. Staff must ensure that the children in their care have an awareness of the 
procedures in operation as appropriate to their age and development.  
 
Staff members must: 

• send a child who feels generally ‘unwell’ to the school office; 

• send a child who has minor injuries to the school office if they are able to walk 
where a First Aider will see them.  

• ensure that all children going to the Main Office, if they are unwell or require 
first aid, are accompanied by either another child or an adult. 

• ensure that they have a current medical consent form for every student that 
they take out on a school trip which indicates any specific conditions or 
medications of which they should be aware. 
 

Pupils are responsible for caring for their own welfare and that of other pupils. 

 



First-aiders  
 
The qualified first aiders normally give first aid.  However, any member of staff can do 
this voluntarily if there is an emergency where these staff members are not 
available.  All staff are covered by the school’s insurance policy and are expected to 
use their best endeavor in an emergency to secure the welfare of pupils. 
   
Miss Vicky Freer is the appointed person for managing first aid resources.  The 
appointed person orders first aid supplies and equipment.  She will call the emergency 
services if required. 
  
All qualified first aiders must update their training every 3 years. Please see Appendix 
1 for complete list of trained First Aiders in school.  
 
The Headteacher will make every effort to ensure that there is at least one qualified 
first aider in school during school hours. 
 
The Headteacher will make sure that at least one trained first aider attends educational 
visits and walks out of school grounds. 
 
In selecting first aiders, the Headteacher should consider the person’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 to go immediately to an 

emergency. 

 
Paediatric First Aid 
 
Under Early Years Foundation Stage requirements, at least one person on the 
premises and at least one person on outings must have a paediatric first aid 
certificate.  3 support staff in FS have completed Paediatric First Aid training.  
 

Arrangements for monitoring and evaluation 
 
The Headteacher shall regularly update and monitor records. Any changes and 
circumstances are to be reported back to the Health and Safety committee. 
 

Equipment and supplies 
 
First Aid Equipment is kept in the store cupboard in the Main Office.  
First aid boxes are also located in the Foundation Stage Unit.  
Lunchtime assistants also carry portable First Aid pouch bags which have a small 
amount of First Aid equipment for minor accidents at lunchtime. 
Travel first aid packs must be taken on school trips, residentials, sporting events / 
matches and outings. Staff are responsible for restocking first aid boxes and travel 
packs from the main supply and should request new stock when they see it is running 
low from Miss Freer who will order stock. 
 

 
 



Medicines  
 
Only inhalers, epi-pens and insulin are currently kept in school.  It is the responsibility 
of parents to ensure that these are kept up-to-date (please see Administering 
Medication Policy for further detail). 
 

Practical Arrangements and First Aid Procedure 
 

• First aid will normally be dealt with by the qualified first aiders. When possible, 
children will be taken to the office if they feel unwell or suffer a minor injury (by 
another child or adult). Treatment will normally be given at the Main Office; 

• Hands must be washed before and after dealing with any cuts or grazes. Staff 
must use disposable gloves if the wound is bleeding; 

• Use water only to clean cuts or grazes. No lotions or creams should be used. 

• If necessary, cover the cut with a plaster (if the child is not allergic to these) or 
other dressing; 

• Enter the child’s name, date, time, injury and treatment in the accident log on 
CPOMS (this must be done for all incidents). Please add your name and the 
date; 

• There is also a staff accident log; 

• Accident records are held on CPOMS (currently, lunchtime accidents are 
logged on accident forms in the staff room); 

• In the event of an accident / bump, a yellow accident / bump note will be 
completed and sent home that day with the child; 

• All bumps to the head, and eye injuries, should be recorded on CPOMS, 
the Headteacher alerted on CPOMS, and a yellow accident / bump note 
will be completed and sent home that day with the child; 

• Any head injury where the child complains of a headache, suffers 
dizziness, feels sick or has blurred vision must be monitored and 
reported, office staff will attempt to do this by telephone, as soon as 
reasonably possible, to parents by the Office Manager or Administration 
Assistant.  Parents / Carers will be informed by telephone regardless of 
the time of day, even if close to hometime; 

• Any eye injury must be monitored and reported, office staff would attempt 
to do this by telephone, as soon as reasonably possible, to parents by the 
Office Manager or Administration Assistant.  Parents / Carers will be 
informed by telephone regardless of the time of day, even if close to 
hometime; 

• If a child is feeling unwell they will be monitored at the Main Office. If the child 
continues to feel unwell or the condition deteriorates parents will be contacted. 

• Children will stay with their class until collected, or wait at the school office. The 
Headteacher must be informed if a pupil is sent home; 

• Parents will be informed of any accident and/or treatment given during the day, 
preferably by the person who treated them; 

• Contact numbers, emergency contact and doctors’ details are kept on Integris; 

• Details of chronic illness or allergies are kept in the Main Office, and on Integris, 
and further details of these conditions are kept in the medical file. 

 
 

Medication  
 



Please see the Administering Medication Policy for details. 
 

 
Guidance on dealing with spillage of body fluids 
 
Spillages of blood, vomit, urine and excreta should be cleaned up promptly. The 
following general actions must be taken by the person dealing with the spill: 

• clear the immediate area of people; 

• place hazard signs and cordon of the area if necessary, according to the 
circumstances; 

• wear disposable personal protective equipment (ppe), including gloves (latex 
or nitrile) or equivalent and a disposable plastic apron; 

• clean up any spilt blood or other body fluids with disposable absorbent paper 
towels; 

• ensure the area is cleansed with a suitable antiseptic solution; 

• dispose of dressings in the ladies’ sani-bin after double bagging. 
 

Medical Emergencies 
 
During medical emergencies, when external emergency First Aid is required urgently, 
the Headteacher, Office Manager or Deputy Headteacher will be responsible for 
contacting the emergency services. The Emergency Services contact information grid 
is located in the Medical Cupboard in the School Office. 
 
This policy will be reviewed annually, or sooner if required, by the Headteacher and 
Local Governing Board. 
 


