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Aims 
First aid can save lives and prevent minor injuries becoming major ones. Under 
health and safety legislation employers have to ensure that there are adequate and 
appropriate equipment and facilities for providing first aid in the workplace. 
 
The aim of this policy is to set out clearly the principles and procedures for first aid at 
Bitterne CE Primary School.  
 
This policy is based on the Statutory Framework for the Early Years Foundation 
Stage, advice from the Department for Education on first aid in schools and health 
and safety in schools, and the following legislation: 
 
The Health and Safety (First Aid) Regulations 1981, which state that employers must 
provide adequate and appropriate equipment and facilities to enable first aid to be 
administered to employees, and qualified first aid personnel. 
 
The Management of Health and Safety at Work Regulations 1992, which require 
employers to assess the risks to the health and safety of their employees. 
 
The Management of Health and Safety at Work Regulations 1999, which require 
employers to carry out risk assessments, make arrangements to implement 
necessary measures, and arrange for appropriate information and training. 
 
Social Security (Claims and Payments) Regulations 1979, which set out rules on the 
retention of accident records. 
 
The School Premises (England) Regulations 2012, which require that suitable space 
is provided to cater for the medical and therapy needs of pupils. 
 
The Governors are committed to this procedure for reporting accidents and 
recognise their statutory duty to comply with the Reporting of Injuries, Diseases and 
Dangerous Occurrences Regulations (RIDDOR) 2013, which state that some 
accidents must be reported to the Health and Safety Executive (HSE), and set out 
the timeframe for this and how long records of such accidents must be kept. 
 
The policy should be read alongside, other policies in school, including but not 
limited to: 

• Safeguarding 

• Child Protection 

• Intimate Care 

• Health and Safety 

• Supporting children with Medical Needs in school 
 
Principles 

• A First Aid Needs Risk Assessment is in place and reviewed regularly to 
determine the first aid provision requirements 

• This policy will be reviewed regularly to ensure that First Aid Needs are 
assessed or following any significant changes that may affect first aid 
provision. 



• Ensure that there are a sufficient number of trained first aid staff on duty 
and available for the number of pupils and adults working on the school 
site 

• Ensuring that there are suitable and sufficient facilities and equipment 
available to administer first aid. 

• Ensuring the above provisions are clear and shared with all who may 
require them. 

• Ensuring that First-aid provision is available at all times while people are 
on school premises and also whilst on school visits.  

 

Roles & Responsibilities 

The Governing Body 
The governing body has responsibility for health and safety matters in the school. 
 
The governing board delegates operational matters and day-to-day tasks to the 
Headteacher and staff members.  

The Headteacher 
The Headteacher is responsible for the implementation of this policy, including: 
 

• Ensure that a suitable and sufficient risk assessment for the first aid provision 

across the school and review this on an annual basis. 

• 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 their training up 

to date and remain competent to perform their role. 

• Ensuring all staff are aware of first aid procedures and reporting procedures. 

• Ensuring appropriate risk assessments are completed and appropriate measures 

are put in place. 

• Ensuring that adequate space and appropriate equipment is available for catering 

to the medical needs of pupils and adults. 

• Inform all staff of the first aid arrangements including the location of equipment, 

facilities and first aid personnel.  

• Reporting specified incidents to the Local Authority Health & Safety Team and 

HSE when necessary. 
  

Staff 
School staff are responsible for: 

• Ensuring they follow first aid procedures. 

• Ensuring they know who the first aiders in school are. 

• Complete accident forms fully and accurately for all incidents they attend to 

where a first aider is not called. 

• Report any incidents to the office that need further support or contact to be made 

with parents / carers. 

• Inform the Headteacher or their manager of any specific health conditions or first 

aid needs 



• Where necessary, ensure that the emergency services or other medical 

professional help is called. 

 

First Aiders 

First Aiders are responsible for: 

• Must complete a training course approved by the Health & Safety Executive 

(HSE). 

• Give immediate help to casualties with common injuries or illnesses. 

• Where necessary, ensure that the emergency services or other medical 

professional help is called. 

 
 

First aid and managing accidents in school  

 
In the event of an accident resulting in injury or a person becoming unwell: 

• The closest member of staff present will assess the seriousness of the 

incident and seek the assistance of a qualified first aider, if appropriate, who 

will provide the required first aid treatment. 

• Staff should use the closest available first aid kit 

• First Aiders can be contacted via the two-way radio system or a phone call to 

their year group location or by contacting the main office. 

• The first aider, if called, will assess the injury and decide if further assistance 

is needed from a colleague or the emergency services. They will remain on 

scene until help arrives.   

• The first aider will also decide whether the injured person should be moved or 

placed in a recovery position. 

• If safe to do so, the person can be moved to the medical room 

• If the first aider judges that a pupil is too unwell to remain in school, parents 

will be contacted and asked to collect their child. Upon their arrival, the first 

aider will recommend next steps to the parents. 

• A call should be made to the Emergency Services if necessary, first aider 
should be available to talk to the ambulance control team. 

• If emergency services are called, the Headteacher or if not available the 

School Office Team will contact parents immediately. 

• The relevant member of staff will complete an accident report form on the 

same day or as soon as is reasonably practical after an incident resulting in 

an injury using the Local Authority’s Reporting Forms on the link below.  As 

much detail as possible should be supplied when reporting an accident. 

• All first aid equipment used should be disposed of as per infection control      
guidelines as outlined in the Intimate Care Policy. 

• Equipment should be checked and restocked following any incidents 

• Any spillages to be cleaned up by first aider and/or site maintenance team. 

• Accidents should be documented on a HS1 form as detailed above. 

• Parents/carers should be informed via the methods previously outlined. 

• All staff will be aware of the procedure for contacting the Emergency Services.  
(Detailed at the end of the Policy Document). 



Minor Injuries to Pupils 

Minor injuries with pupils at breaktimes and lunchtimes will be treated in the outside 

or in the year group. 

• A member of staff will be on duty to support children during breaktimes.   

• The lunchtime team will support with first aid at lunchtime in each Key Stage. 

• Pupils with minor injuries are administered Fist Aid and when able to can 

return to the playground or to their class. 

• If the injury requires more treatment the child may be transferred to the 

medical room at KS1, if it is safe to do so. 

• If the injury is more significant, a First Aider will be called. 

• Minor injuries to pupils will be recorded on the Pupil Minor Injury Form which 

are located in each year group first aid kit and the KS1 medical room.   

• If the minor injury involves a bump to any part of the head the child will be 

given a sticker to wear to show the person in class that they have bumped 

their head.  The entry on the minor injury form will also be details to show this 

so that parents are informed of the head injury using a specific text template. 

• If the injury is more significant but the child can continue at school or the child 

is very distressed following the incident, parents will be contacted to explain 

what has occurred. Parents will be given the option to come and see their 

child if they feel this is appropriate. 

• If the injury to the child requires some intimate care then as long as it is safe 

to do so, the child should be moved to the KS1 medical room for treatment.  

The treatment should be witnessed by another member of staff.   

• The Lunchtime Team will inform the office of any pupils that require a 

telephone call to parents.  The team will pass details of the incidents to the 

office so that the parents can be contacted and informed. 

• The office team will collect all Pupil Minor Injury Forms at the end of each day 

and ensure a text is sent to parents. 

• Injuries that have involved a bump to the head will be given a slightly different 

message that will inform parents to monitor their child for signs of concussion.  

• At the end of each week the office will scan all Pupil Minor Injury Forms and 

save these in a secure area on the server.  The forms will be dated so that 

they can be easily located at a later date, 
  

Recording and Reporting 

All accidents that occur in school, or whilst away from school on an offsite activity 
should be recorded.  Minor injuries are recorded on the Pupil Minor Injury Form.  
More serious injuries or if a person is taken to hospital or advised to get further 
treatment the this should be recorded on a HS1 form via the link below. 

 
All incidents requiring first aid treatment are to be recorded with (at least) the 
following information: 

• The Full Name of the injured person 
• The Full Name of the person recording the incident 
• Date of the accident 



• Location of accident 
• Type of accident (e.g. bump on head etc) 
• Treatment provided and action taken and details of the person who dealing 

with the incident 
.   
 

• At the end of school day and by at least 4.00pm the school office will send a 
SMS text message to the parents of any child who has visited the medical 
room during the school day and received some type of treatment for a minor 
injury.  If the child visited the medical room during the day with a bumped their 
head or any part of the face the parents will be sent a text to alert them that 
the child had a bump to the head and they should continue to monitor the 
child.   

 

• Parent will be contacted verbally if an is injury more significant. Where the 
injury is more significant, or the child needs to be taken to hospital this should 
also be recorded on a HS1 form via the following link. 

 

https://scc.info-exchange.com/InjuryAccident  
 
Staff / Visitors 
Where a member of staff or a visitor to the school sustains an injury, this should be 
recorded on a HS1 Form via the link above. Staff can complete 
this themselves or it can be completed by the person witnessing the incident or the 
First Aider. 
 
The Governing Body is aware of its statutory duty under RIDDOR in respect of 
reporting the following to the Health and Safety Executive as it applies to employees 
and for non-employees and pupils. The school liaises with the local authority, where 
RIDDOR reporting may be required. 
 
First Aid Resources 
The school will provide the appropriate materials, equipment and facilities at all times 
and equipment will be clearly labelled and easily accessible.  
 
First Aid resources will be regularly checked, maintained and replenished as 
required by the office team. 
 
Medical Room 
In compliance with The Education (School Premises) Regulations 1996, the 
governing body will ensure that a room will be made available for medical treatment.  
 
The school has a medical room next to the main office.  This facility contains the 
following and is readily available for use: 
 

• sink with running hot and cold water 

• drinking water and disposable cups 

• paper towels  

• Smooth-topped work surfaces 

• range of first aid equipment and appropriate storage 

https://scc.info-exchange.com/InjuryAccident


• chairs 

• blankets and pillows 

• soap 

• PPE for first aiders 

• suitable refuse container lined with appropriate bag 

• appropriate record keeping systems and facilities 
 
The medical room is kept stocked as required.  The KS1 office has a fridge for the 
storage of cold compresses and medication as needed. 
 
An Automated External Defibrillator (AED) can be found in the main office at KS1 
can be accessed by all areas of the school. 
 
First Aid Kits 
First aid kits are available around the school and these are regularly checked and 
refilled as necessary by the office team.  Kits are also located by each pupil entrance 
/ exit for ease of access. 
 
First aid kits are currently located;  

• Year Group Shared Area 

• By exit doors to the playgrounds 

• Medical Packs are available from the office for offsite activities 
 
A typical first aid kit in our school will include the following: 
 
A leaflet with general first aid advice 
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. 
 
Hygiene / Infection Control 
All staff should take precautions to avoid infection and must follow basic hygiene 
procedures.  Staff will have access to Personal protective Equipment and 
handwashing facilities and should take care when dealing with blood or other bodily 
fluids and disposing of dressings or equipment. 
 
 
First Aid Trained Staff 
The school has assessed the need for first aid trained staff within in the school and 
have ensured that staff are trained to appropriate levels for their roles within school 
and the ages of the children that they are working with. 



Staff have undertaken either; 

• First Aid at work 

• Paediatric First Aid 

• Emergency First Aid in Schools 
 
 
A record is kept of all training undertaken by staff, this is reviewed regularly to 
ensure that training is in date. Training is updated and refreshed as necessary. 
 

 
First Aid and intimate care 

Staff who administer first aid / intimate care, where the child does not already have 

an intimate care plan, should ensure wherever possible that another adult or other 

children are present. The pupil’s dignity must always be considered and where 

contact of a more intimate nature is required (e.g. assisting with toileting or the 

removal of wet/soiled clothing), another member of staff should be in the vicinity and 

should be made aware of the task being undertaken.  

Regular requirements of an intimate nature will result in an intimate care plan being 

created and agreed by parents. Agreements between the school, those with parental 

responsibility and the child concerned will be documented and easily understood. 

The necessity for such requirements will be reviewed regularly. The child’s views will 

also be actively sought and, in particular, any discomfort with the arrangements 

addressed as outlined in the Intimate Care Policy and guidance. 

Off-site activities 
Before undertaking an off-site activity, the Trip Leader as part of the risk assessment 
will assess the level of first aid provision needed for the activity.  The Trip Leader 
must ensure there is adequately trained personnel available for the activity and that 
first aid kits are taken on the trip.  As part of any pre-visit to the venue the trip leader 
should ascertain the first aid provision at the venue. 
 
First Aid Risk Assessment 
A First Aid risk assessment is carried out at least annually and is updated as 
necessary where buildings, facilities or provision are changed. The risk assessment 
sits alongside this policy. 
 
Monitoring and Evaluation 
This policy will be reviewed at least yearly and more often if the need arises.  
 
 
 
 
 
 
 
 
 
 



Procedure for Contacting Emergency Services  
Press 9 for an outside line, dial 999, ask for an 
ambulance and be ready with the following information: 
 
1. Your telephone number: 

023 80499494 
 
2. Give your location as follows: 

Bitterne CE Primary School, Brownlow Avenue, 
Bitterne Southampton SO19 7BX 

 
3. Give exact location in the school of the person 
needing help. 
 
4. Give your name. 
 
5. Give the name of the person needing help. 
 
6. Give a brief description of the person’s symptoms 
(and any known medical 
condition). 
 
7. Inform ambulance control of the best entrance and 
state that the crew will be met at 


