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First Aid Policy and Procedures (Including EYFS) 

1. Policy Statement 

 

The First Aid Policy and Procedures form part of the School’s overall Health and Safety strategy. This 

Policy should therefore be read in conjunction with the Health and Safety Policy, as well as the 

Educational Visits Policy. It is a whole school policy inclusive of EYFS. 

 

The School Management Board has delegated responsibility for the effective implementation of this 

Policy to the appointed Health and Safety Officer. The Health and Safety Officer will work in 

conjunction with the Headteacher, the Appointed Person for First Aid and the first aiders to ensure 

that the requirements of this Policy are fulfilled. They will also report to the School Management 

Board on a termly basis, or as required, regarding the implementation of this Policy and make 

recommendations regarding any additions or revisions to the Policy deemed necessary.  

 

The School recognises that its members of staff are not required to administer first aid; nevertheless, 

it is expected that staff in charge of pupils use their best endeavours at all times to secure the 

welfare of the pupils at the School in the same way that parents might be expected to act towards 

their children. It is also acknowledged that the consequences of taking no action are likely to be 

more serious, in general, than those of trying to assist in an emergency.   

 

THKSW recognises the responsibility that we have to support all children, including those with 

medical conditions. Governing bodies of maintained schools and academies are responsible for 

ensuring that school staff consult health professionals to ensure that the needs of children with 

medical conditions are properly understood and effectively supported. This duty came into force in 

September 2014 and aims to ensure that all children with medical conditions, in terms of mental and 

physical health, are properly supported in school so that they can play a full and active role in school 

life, remain healthy and achieve academic potential. While, as an independent school, we do not 

have the statutory responsibilities, we have referred to this guidance in formulating this Policy.  

 

Any member of staff may be asked to provide support to pupils with medical conditions, including 

administering medicines, although they cannot be required to do so. School staff will receive 

sufficient and suitable training and achieve the necessary level of competency before they take on 

responsibility to support children with medical conditions. All members of staff will know what to do 

and respond accordingly when they are aware that a child with a medical condition needs help.  
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2. MANAGEMENT 

 

Responsibilities of the Deputy Health and Safety Officer with Responsibility for the School:  

  

The main responsibilities of the Deputy Health and Safety Officer with Responsibility of the school 

are: 

 

(1) To make sure that all aspects of the Policy are carried out efficiently and effectively; 

(2) To monitor the effectiveness of all aspects of the Policy and to report back to the School 

Management Board on a termly basis, or as necessary, should the Policy require more 

immediate amendment; 

(3) To ensure that all members of staff receive a copy of the Policy, and understand fully both its 

content and the responsibility that it may place upon them regarding the health and safety of 

the pupils; 

(4) To ensure all accidents are reported, recorded and investigated, where appropriate, in 

accordance with the requirements set out in the Reporting of Injuries, Diseases and 

Dangerous Occurrences Regulations 1995 [RIDDOR];  

(5) To ensure an accurate record is kept of all occasions when first aid is administered to pupils, 

members of staff and visitors; 

(6) To ensure the appropriate equipment and materials are provided to carry out first aid 

treatment;  

(7) To make arrangements to provide training to members of staff, to maintain a record of that 

training and to review it annually;  

(8) To establish a procedure for managing accidents in school that require first aid treatment;  

(9) To undertake a risk assessment of the first aid requirements of the School. 

 

 

3. FIRST AID  

 

3.1 Arrangements for First Aid 

 

 First aid materials and equipment are provided in accordance with the DfE ‘Guidance on First 

Aid for Schools’.  

 First aid kits are located in the Early Years and Junior Learning Centre classrooms.  
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 The Appointed Person for First Aid is Zoe Holland. There are qualified first aiders on the 

School staff to ensure that first aid cover is available in the School at all times.  

 The contents of the first aid kits will be checked on a regular basis by the Appointed Person 

for First Aid or the Health and Safety Officer.  

 Illness record forms (Appendix 1) are kept in the Medical Room and an accident book is 

located inside or beside each first aid kit for recording all injuries.  

 Staff training in Paediatric First Aid (12 hour course) or Schools First Aid (6 hour course), or 

other certified first aid training, will be undertaken every three years and all core teaching 

and support staff will be invited to attend as necessary.  

 A copy of this Policy will be given to all members of staff.  

 Signs will be displayed in the school showing a full list of qualified first aiders and the 

location of first aid kits.  

 

3.2 Off-site Activities 

 

 The arrangements for first aid (personnel and equipment) for sports, outdoor activities and 

school trips are the responsibility of the supervising member of staff. 

 Risk assessments for all trips should be completed and submitted to the Headteacher for 

approval at least 2 weeks in advance.  

 At least one qualified first aider will accompany pupils and members of staff on all off-site 

visits. EYFS trips MUST include a Paediatric First Aider. 

 At least one first aid kit will be taken on all off-site activities, along with any individual 

pupil’s medication, such as inhalers and EpiPens.  

 

Please also see our Educational Visits Policy. 

 

4. ILLNESS & INJURY MANAGEMENT 

 

4.1 Managing Illness 

 

 If a child complains of sickness/headache/stomach ache/cough etc. the class teacher or 

support staff should first check whether:  

o The child has eaten breakfast/lunch; 

o The child has been to the toilet recently; 
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o The child needs a drink of water; 

 

o The complaint is out of character for the child. 

 If the above steps prove inconclusive, the child should be referred to the first aider, who will 

take one of the following actions: 

o Assess the child, and if they consider the child is well enough, they will return them to 

their class and ask the teacher to note this in the Home Communication book; 

o Isolate the child in the medical room, provide treatment if necessary, and seek 

authorisation from the Headteacher to send the child home, and ask the School Office 

to contact the parent/carer to come and collect the child, using the emergency 

contact number(s) for the child  if the parent/carer cannot be reached.  

 If a member of staff becomes ill at school, they should obtain permission from the 

Headteacher to go home. If granted, the Headteacher must arrange for the class to be 

covered by another member of staff.  

 If a pupil or a member of staff becomes ill at home, they should not return to school until the 

sickness has fully abated. The School has the right to exclude a pupil or a member of staff 

from the premises if they are deemed not well enough to attend, or if there is a danger or 

risk to other students. 

 Disposable gloves must always be worn when coming into contact with bodily fluids.  

 The School will make every effort to stay up-to-date on information relating to infectious, 

notifiable and communicable diseases and local health issues.  

 All parents will be informed about any infectious illnesses/diseases that occur in school. 

Similarly, it is expected that parents inform the school if their child is suffering from any 

illness or disease that may put others at risk. 

 Parents/carers must also inform the School in writing of any relevant allergies (e.g. nuts, 

wheat, bee stings, etc.) that their child has. This information must be recorded clearly in the 

pupil’s file and all those supervising the pupil must be made aware. Likewise, employees must 

inform the Headteacher of their allergies. 

 

4.2 Managing Injuries 

 

4.2.1 Minor Injuries: 

 

 If a child gains an injury while in the classroom or playground, the class teacher/supervising 

member of staff should send the child accompanied to a first aider.  
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 The first aider will treat the injury, if it is within their capacity, and immediately complete, 

sign and date the entry in the accident book.  

 The pupil’s parent/carer should be shown the entry in the accident book and sign to confirm 

they have seen it. 

 In the event of injuries to the head, face or scalp, the School Office will contact the 

parents/carers to inform them, having first obtained the permission of the Headteacher. The 

parent/carer can then decide whether they want to collect the child.  

 Disposable gloves must always be worn when coming into contact with bodily fluids.  

 Clear guidelines will be given to first aiders of the levels of injury to be treated on-site, who 

should be responsible for that treatment, and which levels of injury need an automatic 

ambulance call or hospital visit. 

 

4.2.2 Serious Injuries: 

 

 If a child gains a serious injury requiring emergency treatment, an ambulance will 

be called as directed by a first aider or the Headteacher. 

 The child’s parent/carer should be informed immediately and a member of staff 

should accompany the child to hospital if the parent/carer is not available and 

remain with the child until the parent/carer arrives. 

 A copy of the child’s record form should be printed and given to ambulance staff to 

show if the child has any allergies, current medication etc.  

 Where hospital treatment is required but it is not an emergency, the Headteacher 

will contact the parent/carer for them to take over responsibility for the child.  

 If the parent/carer cannot be contacted, the Headteacher may decide to transport 

the pupil to hospital, where the following points can be observed: 

o Only staff cars insured to cover such transportation will be used; 

o No individual member of staff should be alone with a pupil in a vehicle; 

o The second member of staff will be present to provide supervision for the 

injured pupil. 

 An accident book should be completed and statements written by witnesses as soon 

as possible following the accident.  

 If the child does not return to school the following day, a phone call will be made 

to the family to check on the state of the child’s condition, as part of our policy to 

monitor absence.  
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5. REPORTING 

 

5.1 Reporting Accidents and Illness 

 

 All incidents requiring first aid, however minor and whether involving pupils or members of 

staff, must be clearly logged in the accident book contained within the first aid kit, using an 

ink pen. The following information must be included: name, exact time and date of incident, 

summary of incident, any action taken, signature of the responsible person (i.e. the first 

aider) and, in the case of pupils, the parents should sign to say that they have seen the 

report.  

 If a child is taken ill, an illness record sheet should be filled out by the first aider, the 

parent/carer should be informed and asked to collect the child. The record sheet will show 

parents when the symptoms began and what has happened to their child since they were 

called to collect them, including what action has been taken and whether there has been 

improvement or not. The parent/carer will be asked to sign the illness record sheet before 

leaving.  

 Any accident or illness should be reported to the Headteacher, who will keep a log of all 

completed accident and illness forms. In the case of children, the incident should also be 

reported to their parent/carer. 

 In the unlikely event of a serious accident causing death, major injury or dangerous 

occurrences, the person responsible for administering the accident reporting procedure is the 

Headteacher. Any serious accident or injury will be reported to the Health and Safety 

Executive (HSE) and Ofsted in accordance with RIDDOR (Reporting of Injuries, Diseases, and 

Dangerous Occurrences) Regulations 1995. Please refer to the Critical Incidents section of the 

Health and Safety Policy for further details.  

 

6. MEDICATION 

 

6.1 Administering Medicines 

 

 Members of staff are not obliged to administer medicines to pupils; nevertheless, they may 

volunteer to do so in order to assist pupils. However, the school is committed to meet the 

needs of those children with medical conditions.   

 Parents/carers are encouraged to administer medicine to children before or after school 

wherever possible.  
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 Medicine may only be administered by members of staff to pupils at school where written 

permission and instructions have been received from the parent/carer (see Appendix 2).  

 For EYFS, Medicines must not be administered unless they have been prescribed for a child by 

a doctor, dentist, nurse or pharmacist. 

 Prescription medicines must be clearly labelled by the parent/carer. The label must show: 

o The name of medicine in its original container 

o The child’s name  

o The child’s date of birth 

o The dosage to be administered 

 Prescription medicines should be received from and returned to the parent/carer daily. 

 Pupils requiring life-saving medicine on a long-term basis (e.g. for 

asthma/diabetes/epilepsy/nut allergies) would make arrangements with the School in 

advance and an up-to-date and clear record of instructions would be kept by the School 

Office via the Administering Medicine Parental Consent Form. Appropriate training will be 

given to any of the staff who are First Aiders who are assigned to undertake these medical 

procedures as necessary. 

 The identified member of staff who will administer medicines, usually the Appointed Person 

for First Aid, will also be responsible for ensuring that all doses are recorded on the Medicine 

Administration Record (Appendix 3), a second member of staff will also be present to confirm 

the correct dosage is administered and countersign to confirm. The list should record the 

name of the child, the date when administered, the time when administered, the name of the 

medicine, the dosage given and they will record their signatures.  

 All medicines, except those which pupils may need to self-administer e.g. inhalers, will be 

kept out of the reach of pupils in a locked cupboard in the Medical Room. The key will be 

held by the relevant first aider. In the case of Asthma, in EYFS and throughout the school, the 

class teachers will be responsible for the child’s inhaler, which will be stored securely in the 

child’s classroom. 

 Medicines that require refrigeration should be brought to school in a clearly labelled, sealable 

plastic container inside a cool bag.  

 

Review Leader:   Lyndsey Harding, Headteacher 

Policy Updated:   September 2019 
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Next Review Date:   April 2020 

Health and Safety Officer:   Paul Webb 

Deputy Health and Safety Officer:  Lyndsey Harding              
(with specific responsibility for the school)      

Appointed Person for First Aid:  Zoe Holland 

Next First Aid Training Due:   July 2021 

 

Additional Qualified First Aiders:   

Lyndsey Harding  

Megan Penny 

Jossi Williams 

Jabez Smith  
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Appendix 1 

ILLNESS RECORD FORM        

PUPIL NAME  _________________________________  

Date Time Summary of Incident (including when the symptoms began, whether 

there has been any improvement, and what has happened whilst 

awaiting collection) 

Action taken Appointed first 

aider signature 

Parent/ Carer 

signature 
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Appendix 2 

PARENTAL CONSENT FORM FOR THE ADMINISTRATION OF MEDICINE IN SCHOOL 

The school will not give your child any medicine unless this form is completed correctly and 

accurately and signed. The school has a policy that staff can administer medicine; however, 

members of staff are not obliged to do this but are free to volunteer to do so. The school does 

encourage all parents and carers to administer any medication before or after school wherever 

possible. 

All medicines must be in the original container as dispensed by the pharmacy with the name of the 

child, the child’s date of birth, dosage and expiry date clearly written on. 

Date ___________________________________________________________ 

Child’s name  _____________________________________________________ 

Date of birth _____________________________________________________ 

Class ___________________________________________________________ 

Medical condition/Illness 

_______________________________________________________________________________________

______________________________________________________________________________________ 

Medicine 

Name and type of medicine (incl. strength as described on the container) 

_______________________________________________________________________________________

_______________________________________________________________________________________ 

Date dispensed _______________________________________________ 

Expiry date of medication   ____________________________ 

Agreed review date to be initiated by (incl. name of staff member agreed with) 

_______________________________________________________________________________________ 

Dosage and method _____________________________________________________________________ 

______________________________________________________________________________________ 

Timing ______________________________________________________________ 
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Special precautions (e.g. storage instructions)______________________________________________ 

______________________________________________________________________________________ 

Any other instructions (e.g. only taken with water) 

_______________________________________________________________________________________ 

Quantity to be given to school ____________________________________________________________ 

Any possible side effects that the school need to be aware 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

Self-administration  Yes/ No (delete as appropriate) 

Procedures to take in an emergency 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________ 

I understand that I must deliver the medicine personally to the following agreed member of staff 

_______________________________________________________________________________________ 

Name and contact number of G.P. 

_______________________________________________________________________________________ 

The information above is to the best of my knowledge accurate at the time of writing, and I give 

consent to school staff to administer medicine in accordance with the school policy. I will inform the 

school immediately in writing if there is any change in the dosage or frequency of the medication or 

if the medicine is to be stopped. 

I understand that I must notify the school of any changes in writing. 

I accept that this is a service that the school is not obliged to undertake. 

Parent/Carer Signature ___________________________________________________ 

Print name   ___________________________________________________ 

Date    ___________________________________________________ 
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Appendix 3 

MEDICATION ADMINISTRATION RECORD  

PUPIL NAME   __________________________________   

Date Time Name & 

Type of 

Medication 

Dosage Signature of person 

administering medicine 

(Normally Appointed person for 

First Aid) 

Signature of Second 

Member of Staff  

(Present to witness the 

administering of medication) 

Parent/Carer 

Signature 

       

       

       

       

       

       

       

 


