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1. Aims

The aims of our first aid policy are to:

Ensure the health and safety of all staff, pupils and visitors
Ensure that staff and governors are aware of their responsibilities with regards to health and safety

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

2. Legislation and guidance

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, decide to implement necessary measures, and arrange for appropriate
information and training

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

Social Security (Claims and Payments) Regulations 1979, which set out rules on the retention of
accident records

The Education (Independent School Standards) Regulations 2014, which require that suitable space is
provided to cater for the medical and therapy needs of pupils

3. Roles and responsibilities

3.1 Appointed person(s) and first aiders

The school’'s appointed first aid lead is Tom Hatton. 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 frained and qualified to carry out the role (see section 7) and are responsible for:

Reacting to any incidents; they will assess the situation where there is an injured or ill person, and
provide immediate and appropriate treatment

Sending pupils home to recover, where necessary

Filling in an accident report on the same day, or as soon as is reasonably practicable, after an
incident (see the template in appendix 2)

Keeping their contact details up to date

Our school’s first aiders are listed in appendix 1. Their names will also be displayed prominently around the
school.

3.2 The local authority and the Local Advisory Board

Nene Education Trust 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 Local Advisory Board.

The Local Advisory Board delegates operational matters and day-to-day tasks to the Principal / Head of
School and staff members.


http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
http://www.legislation.gov.uk/uksi/1999/3242/contents/made
http://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
http://www.legislation.gov.uk/uksi/1979/628
http://www.legislation.gov.uk/uksi/2014/3283/schedule/made

3.3 The Local Advisory Board

The Local Advisory Board has ultimate responsibility for health and safety matters in the school, but
delegates operational matters and day-to-day tasks to the Principal / Head of School and staff members.

3.4 The Principal / Head of School

The Principal / Head of School is responsible for the implementation of this policy, including:

Ensuring that an appropriate number of appointed persons and / or frained first aid personnel are
present in the school at all times.

Ensuring that first aiders have an appropriate qualification, keep training up to date and remain
competent to perform their role.

Ensuring all staff are aware of first aid procedures.
Ensuring appropriate risk assessments are completed and appropriate measures are put in place.

Undertaking, or ensuring that managers undertake, risk assessments, as appropriate, and that
appropriate measures are put in place.

Ensuring that adequate space is available for catering to the medical needs of pupils.

Reporting specified incidents to the HSE when necessary (see section 6).

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 (see appendix 2) for all incidents they attend to where a first aider /
appointed person is not called.

Informing the Principal / Head of School or their manager of any specific health conditions or first aid
needs.

4. First aid procedures

4.1 In-school procedures

In the event of an accident resulting in injury:

The closest member of staff present will assess the seriousness of the injury and seek the assistance of a
qualified first aider, if appropriate, who will provide the required first aid treatment. Contact will be
made with the parent / carer.

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, with consent of the injured part.

If the first aider judges that a pupil is oo unwell fo 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 /
carers.

If emergency services are called, the pastoral support feam will contact parents immediately.

The first aider on the scene will complete an accident report form on the same day or as soon as is
reasonably practical after an incident resulting in an injury.



4.2 Off-site procedures
When taking pupils off the school premises, staff will ensure they always have the following:
e A school mobile phone.
e A portable first aid kit.
¢ Information about the specific medical needs of pupils.
e Parents’ / Carers’ contact details.

Risk assessments will be completed by the school prior to any educational visit that necessitates taking
pupils off school premises.

There will always be at least one first aider on school trips and visits.

For more information regarding accompanying school trips and visits see Educational Visits Policy.

5. First aid equipment
A typical first aid kit in our school will include the following:

o A leaflet with general first aid advice

Regular and large bandages
e Eye pad bandages
e Triangular bandages
e Adhesive tape
e Safety pins
¢ Disposable gloves
e Antiseptic wipes
e Plasters of assorted sizes
e Scissors
o Cold compresses
e Burns dressings
No medication is kept in first aid kits.
First aid kits are stored in:
e Main Reception (af the desk)
e Sports Centre Reception (public access)
e Science labs
¢ Design and technology classrooms
e Canteen / Restaurant / Kitchen
e School vehicles
e Library

e Pastoral Support Offices



6. Record-keeping and reporting

6.1 First aid and accident record book

e An accident form will be completed by the first aider on the scene on the same day or as soon as
possible after an incident resulting in an injury

¢ As much detail as possible should be supplied when reporting an accident, including all of the
information included in the accident form at appendix 2

e A copy of the accident report form will also be added to the pupil's educational record by the
administration team.

e Records held in the first aid and accident book will be retained by the school for a minimum of 3
years, in accordance with regulation 25 of the Social Security (Claims and Payments) Regulations
1979, and then securely disposed of

6.2 Reporting to the HSE

The Estates Manager 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).

The Estates Manager 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.

Injuries to pupils and visitors who are involved in an accident at school or on an activity organised by the
school are only reportable under RIDDOR if the accident results in:

e fthe death of the person, and arose out of or in connection with a work acfivity

e aninjury that arose out of or in connection with a work activity and the person is taken directly from
the scene of the accident to hospital for treatment (examinations and diagnostic tests do not
constitute treatment).

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.ntm

6.3 Notifying parents

The pastoral support feam will inform parents of any accident or injury sustained by a pupil, and any first aid
freatment given, on the same day, or as soon as reasonably practicable.

6.4 Reporting to Ofsted and child protection agencies

The Principal / Head of School will notify Ofsted of any serious accident, iliness or injury to, or death of, a
pupil while in the school’s care. This will happen as soon as is reasonably practicable, and no later than 14
days after the incident.

The Principal / Head of School will also notify local child protection agencies of any serious accident or
injury to, or the death of, a pupil while in the school’s care.

7. Training
All school staff are able to undertake first aid fraining if they would like to.

All first aiders must have completed a fraining course, and must hold a valid certificate of competence to
show this. The school will keep a register of all trained first aiders, what training they have received and
when this is valid unfil (see appendix 3).

Staff are encouraged to renew their first aid training when it is no longer valid.

8. Monitoring arrangements

This policy will be reviewed by the Estates Manager.


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

At every review, the policy will be approved by the Principal / Head of School.

9. Links with other policies
This first aid policy is linked to the
e Health and safety policy
e Risk assessment policy
e Policy on supporting pupils with medical conditions

e Education Visits Policy

Appendix 1: list of first aiders
FIRST AID AND EMERGENCY AWARENESS

First Aiders First Aid Boxes Location of AEDs

_ Canteen G Footial Fitch
Josl Beeney woyne f-stes| English Office Front Cor Park (contains Bleed Kit|
Chisom Amad Mikki Y oungrmon Main Reception sports Cenire Reception
Eciweord Porker Diram Ispcs Pastoral Supeort Office
Ben Casng Kegan ydenharm Ferforming Arts Office —
Cameran lames  Jake lenkis Fesloran Defibrillator
Chris Bateman Hotalies Bornord SM”“:S?.J';E.‘ T_‘-q-_epﬂu_\’. Heart Restarter
Delphine Mattras  Martin Broaks T&:hnm‘;m I::.I_\fhh'_\a
Hayley Walker Eia Irekerd
Jarmas Davies Tani Husteait
Kaylea Homan vanesssa Wilioms Defibrillator
Kayleigh Goy Tracy Wik ;::Elq Heart Restarter
Simon Isoocs Srmloy Pal
Lac Senesll ot Mess @
Pty Brossn An Covendar
- J
MeriatecthFrtakden [l Medkaiaavce [ Usstdmmbes |
chine Matiras call 111 fer general, non urgent adsics Somantors—cal 115 123
3""»"' girch Corby urgent care for minar injunies tind (Rushdian| coll (1953 312000
Nikiki Youngman Call #99 for medical emergencies Chiding - cal 0800 1111

FASH [Soteguarding Hub| — 0580 500 &0 20

MANOR SCHoOoOL "; ’ Meme Education Trust






Appendix 2: accident report form

1. Casualty Details

Foremame . . Sumame . Age

x
(=N
]
]
g
[
2

Contact NUMDET ... e

Where an employee is invoived in an accidentincident thal is notifiable under RIDDOR, Trade Union safely representafives have a right fo camy out their own
invesiigations. If you do not wish your personal defals fo be disclosed for this purpose please Hok

2. Where and When did the accident occur? Male
Female
Location of aceident .. Date ... Time ..., Frefer Notto Sav
3. Details of injury and first aid given ; \' {f Please
- . . ~ ~ circle area
Description of injury sustained [ | | -
I o 1z n of injury
""""""""""""""""""""""""""""""""""""""""""""""""""""" |I | |I I‘ I I|I \ I|
""""""""""""""""""""""""""""""""""""""""""""""""""" { |I | B W | b
A I. A
Treatment administered | I | 1 |
General First Aid Yes(No Details . (1) (1)
fwithin level 3 EFAW qualification) \( }/ \(}/
No first aid given Yes / No 1 LD
Emergency Services Confacted  Yes/MNo  TakentoHospital — Yes/No/NIA FRONT BACK
First aid refused Yes No
Further advice given ...

4. Details of witness

5. State precisely what happened (how did the accident happen?)




Declaration

| have read the details of the above and declare that to the best of my knowledge and belief, the above information is true and
no material fact concerning the accident or injured person has been withheld

Signed ... Print Name ... Date ..o
(staff member completing this form)
Signed ... Print Name ... Date ..o
(casualty or parent/carer of casualty)
= ] What is a
Offi - RIDDOR rtabl Any foll til ired f
ice use reportal ny follow up action require "near miss

Also record if incident classed as a near miss — see over for explanation

It simply means that a serious accident almost occurred.
The Same Things That Cause Accidents Cause Near Misses:

« Unsafe acts, such as improper lifting; slips, trips and falls

« Unsafe conditions, such as poorly maintained equipment, obstructions to walkways,
rubbish in boxes that have been left in corridors etc.

« Hurrying and taking risks to get a task completed quickly at home time

Report Near Misses Before They Become Accidents:

« Once a near miss occurs, report it immediately. The potential for such incidents exists
all over the school, so all employees - must help identify them.

« If the near miss is a result of an unsafe condition, don't continue to work under that con-
dition until the problem has been corrected.

« If the incident is a result of unsafe acts, be certain that everyone involved has been
alerted to their actions before they continue with the job.

Near Misses Are A Warning:

Letting a near miss go unreported provides an opportunity for a serious accident to occur.
Correcting these actions or conditions will enhance the safety within the school and provide
a better working environment for everyone involved.

Prevent An Accident That's About To Happen!

Details of person involved and brief description of “near miss”

Safety Recommenda-
tions:




