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1. Introduction and context 
 

Ormiston Academies Trust (OAT) is committed to providing first aid provision in order to deal with 

accidents and incidents affecting employees, children and visitors. The arrangements within this 

policy are based on the results of a suitable and sufficient risk assessment carried out by the school / 

academy in regards to all staff, pupils and visitors. 

 

Every reasonable precaution will be taken to ensure the safety and wellbeing of all staff and pupils.  

 

2. Scope 
 

2.1  Aims 
 
All staff should read and be aware of this policy, know who to contact in the event of any illness, 
accident or injury, and ensure this policy is followed in relation to the administration of first aid.  
 
Anyone on the school premises is expected to take reasonable care for their own and others' safety.  
 
2.2  The aims of this policy are to: 
 

• Ensure that the school has adequate, safe and effective first aid provision in order for 
every pupil, member of staff and visitor to be well looked after in the event of any illness, 
accident or injury; no matter how major or minor 

 Ensure that all staff and pupils are aware of the procedures in the event of any illness, 
accident or injury 

 Ensure that medicines are only administered at the school when express permission has 
been granted for this 

 Ensure that all medicines are appropriately stored 

 Promote effective infection control. 
 

Nothing in this policy should 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 for the emergency 
services 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. 
 
 

3. Definitions 
 

3.1  First-aid: The initial assistance or treatment given to a person who is injured or taken 
  ill. (The person who provides this help is a first-aider). 
 

3.2  AED:  An automated external defibrillator (AED) is a machine which can be used 
  to deliver an electric shock that may restore a normal heartbeat.  With  
  simple audio and visual commands, AEDs are designed to be simple to use 
  for the layperson, and the use of AEDs is taught in many first aid courses.
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4.  Responsibilities 

4.1  First aiders 

The main duties of first aiders are to give immediate first aid to pupils, staff or visitors and to 
ensure that an ambulance or other professional medical help is called, when necessary. 

First aiders are to ensure that their first aid certificates are kept up-to-date through liaison 
with the school business manager. 

Each classroom’s first aiders have a responsibility to ensure all first aid kits are properly 
stocked and maintained. The first aid appointed person(s) will be responsible for maintaining 
supplies. 
  

5.  Procedure 

5.1  Emergency procedure in the event of an accident, illness or injury 

If an accident, illness or injury occurs, the member of staff in charge will assess the situation 
and decide on the appropriate course of action, which may involve calling for an ambulance 
immediately or calling for a first aider. 

  If called, a first aider will assess the situation and take charge of first aid administration.  

In the event that the first aider does not consider that he/she can adequately deal with the 
presenting condition by the administration of first aid, then he/she should arrange for the 
injured person to access appropriate medical treatment without delay.  

Where an initial assessment by the first aider indicates a moderate to serious injury has been 
sustained, one or more of the following actions will be taken: 

• Administer emergency help and first aid to all injured persons. The purpose of this is to 
keep the accident victim(s) alive and, if possible, comfortable, before professional 
medical help can be called. Also, in some situations, action now can prevent the 
accident from getting more serious, or from involving more victims. 

 Call an ambulance or a doctor, if this is appropriate – after receiving a parent’s clear 
instruction, take the accident victim(s) to a doctor or to a hospital. Moving the victim(s) 
to medical help is only advisable if the person doing the moving has sufficient knowledge 
and skill to make the move without making the injury worse. 

 Make sure that no further injury can result from the accident, either by making the 
scene of the accident safe, or (if they are fit to be moved) by removing injured persons 
from the scene. 

 See to any children who may have witnessed the accident or its aftermath and who may 
be worried, or traumatised, in spite of not being directly involved. They will need to be 
taken away from the accident scene and comforted. Younger or more vulnerable 
children may need parental support to be called immediately. 

 When the above action has been taken, the incident must be reported to: 

- The Principal 

- The parents/carer of the injured person(s) 
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5.2  Reporting to parents 

In the event of incident or injury to a pupil, at least one of the pupil's parents must be 
informed as soon as practicable.  

Parents must be informed in writing of any injury to the head, minor or major, and be given 
guidance on action to take if symptoms develop.  

In the event of serious injury or an incident requiring emergency medical treatment, the 
pupil's class teacher, admin staff or first aider will telephone the pupil's parents as soon as 
possible.  

  A list of emergency contact details is kept at reception/admin office. 

5.3  Visits and events off-site 

Before undertaking any off-site events, the teacher organising the trip or event will assess 
the level of first aid provision required by undertaking a suitable and sufficient risk 
assessment of the event and persons involved. This will be reviewed by the school business 
manager before the event is organised.  

5.4  Storage of medication 

Medicines are always securely stored in accordance with individual product instructions, 
save where individual pupils have been given responsibility for keeping such equipment with 
them.  

All medicines shall be stored in the original container in which they were dispensed, 
together with the prescriber’s instructions for administration, and properly labelled, showing 
the name of the patient, the date of prescription and the date of expiry of the medicine.  

All medicines will be returned to the parent to arrange for safe disposal when they are no 
longer required.  

An emergency supply of medication should be available for pupils with medical conditions 
that require regular medication.  

Parents should advise the school when a child has a chronic medical condition so that staff 
can be trained to deal with any emergency in an appropriate way. Examples of this include 
epilepsy and diabetes.  

5.5  Illness 

When a child becomes ill during the day, the parents/carer will be contacted and asked to 
pick their child up from school as soon as possible. 

A quiet area will be set aside for withdrawal and for pupils to rest while they wait for their 
parents/carer to arrive to pick them up. Pupils will be monitored during this time.  
 

5.6  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, details of allergies and chronic 



 

Page 7 of 20 
 

conditions, and consent for the administration of emergency first aid – these forms will be 
updated periodically.  

Staff do not act ‘in loco parentis’ in making medical decision as this has no basis in law – staff 
always aim to act and respond to accidents and illness based on what is reasonable under 
the circumstances and will always act in good faith while having the best interests of the child 
in mind – guidelines should be issued to staff in this regard. 

 
5.7  First Aid Equipment and Facilities 

In their publication 'Guidance on first aid for schools' (first published in 2000), the DfE 
guides that, all first-aid equipment must be clearly labeled and easily accessible.  

  Schools should have “at least one fully-stocked first-aid container at each site.” 

Additional containers are needed for “split sites or levels, distant sports fields, play grounds 
or off-site activities." 

All first aid containers must be marked with a white cross on a green background. If 
possible, they should be kept near to hand washing facilities. 

First-aid arrangements should identify who is responsible for checking first-aid boxes. The 
contents of the boxes should be checked regularly and be restocked as soon as possible 
after use. Expired items should be discarded safely. 

  Facilities  

The School Premises (England) Regulations 2012 state that schools must have a room that is 
fit for use and readily available to use for caring for sick or injured pupils. It must also be 
reasonably close to a W.C and contain a washbasin. 
 

6.  Related Documents 

 The Health and Safety (First Aid) Regulations 1981 and approved code of practice and 
guidance 

 Health and Safety at Work etc. Act 1974 and subsequent regulations and guidance 
 OAT Health and Safety Policy 
 Safeguarding Policy  
 Food Hygiene Policy and Procedures 
 Educational Visits and School Trips Policy 
 DfE (2000) ‘Guidance on first aid in schools’ 

 
 

7.  Monitoring and review 

This policy is reviewed annually by the principal in conjunction with the governing body; any 
changes made to this policy will be communicated to all members of staff. 

All members of staff are required to familiarise themselves with this policy as part of their 
induction programme. 
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Appendix 1. 

List of First-aiders: (as at 14th March 2018) 

Name Department/Location Position / First 
Aid Qualification 

Certificate expiry 
date 

Joanne Harvey Office Safeguarding Officer 

/ First Aid at Work 

10th September 
2020 

Marina Peart ICT Suite ICT / TA / First Aid 

at Work 

14th October 
2018 

Elizabeth 
Napthine 

Office Clerical Asst. / First 

Aid at Work 

5th March 2021 

Christy Faraday-
Drake 

Reception TA / Paediatric First 

Aid 

13th March 2021 

Joy Jones Office Secretary / 

Paediatric First Aid 

7th October 2018 

Monica Adams Year 3 TA / 1 day 

Emergency First Aid 

3rd January 2021 

Emily Allard Reception / Dining 
Room 

TA/MSA/ 1 day 

Emergency First Aid 

3rd January 2021 

Paul Atherton Nurture Room / The 
Cottage / Classroom 

TA / 1 day 

Emergency First Aid 

3rd January 2021 

Kerri Barber Reception / Dining 
Room 

TA / 1 day 

Emergency First Aid 

3rd January 2021 

Denise Casey Year 6 TA / 1 day 

Emergency First Aid 

15th December 
2018 

Liz Cox Year 1 TA / 1 day 

Emergency First Aid 

15th December 
2018 

Clare Faraday-
Drake 

Reception TA / 1 day 

Emergency First Aid 

3rd January 2021 

George Fiske Office Site Manager / 1 day 

Emergency First Aid 

15th December 
2018 

Alison Frosdick Year 5 TA / 1 day 

Emergency First Aid 

3rd January 2021 

Sadie Gibbs Office Clerical Asst. / 1 day 

Emergency First Aid 

18th September 
2019 
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Helen Goodwin Year 1 TA / 1 day 

Emergency First Aid 

15th December 
2018 

Name Department/Location Position / First 
Aid Qualification 

Certificate expiry 
date 

Emma Hare Year 4 TA / 1 day 

Emergency First Aid 

3rd January 2021 

Sue Hircock Office School Business Man. 

/ 1 day Emergency 

First Aid 

3rd January 2021 

Andrea Howes Year 6 TA / 1 day 

Emergency First Aid 

3rd January 2021 

Lynette Jowett Year 5 TA / 1 day 

Emergency First Aid 

3rd January 2021 

Abida Khalid Year 6 TA / 1day 

Emergency First Aid 

15th December 
2018 

Jo Marshall SRB (The Cottage) TA / 1day 

Emergency First Aid 

15th December 
2018 

Louise Reynolds-
Gotts 

Year 3 TA / 1 day 

Emergency First Aid 

15th December 
2018 

Julie Thompson Year 2 TA / 1 day 

Emergency First Aid 

15th December 
2018 

Kelly Webb SRB TA / 1 day 

Emergency First Aid 

3rd January 2021 
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Appendix 2 

First aid risk assessment 

Assessment conducted by:   Job title:  Covered by this assessment:  

Date of assessment: Review interval:  Date of next review: 

 

Related documents 

 Health and Safety Policy  

 School Emergency Incident Procedure 

 First Aid Policy 

 Site Safety Checklist 

 School risk assessments 

 Fire Risk Assessment 

 Internal Premises Risk Assessment 

 School Office and Reception Area Risk Assessment 
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Risk rating 

Likelihood of occurrence 

Probable Possible Remote 

Likely impact 

Major 
Causes major injury, disability or ill-health. 

High (H) H Medium (M) 

Severe 
Causes injury requiring medical treatment. 

H M Low (L) 

Minor 
Causes injury requiring first aid treatment. 

M L L 

 

Risk/ 
Issue 

Risk 
rating 

prior to 
action 
H/M/L 

Recommended controls 
In 

place? 
Yes/No 

Recommended further 
points to think about 

By whom Deadline 

Risk rating 
following 

action 
H/M/L 

Accidents not 

reported or 

investigated 
M 

 All accidents and treatments are 
recorded in the accident book and 
using the online incident reporting 
system. 

 Accident information is reviewed 
monthly in order to minimise future 
accidents. 
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Insufficient 

trained 

personnel/ 

supplies 

 

 All first aiders have attended a training 
course approved by the school, and 
are available to deal with first aid 
requirements. 

 Trained paediatric first aiders are 
available when foundation or pre-
school age children are present on 
site. 

 First aid kits are available throughout 
the establishment and are checked 
regularly to ensure all items are 
available and in date. 

 Only first aid supplies are kept in the 
first aid kit; no medication is kept 
there. 

 A room/area is available for carrying 
out medical inspections and for first 
aid. The room is specified in the First 
Aid Policy. 
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Risk/ 
Issue 

Risk 
rating 

prior to 
action 
H/M/L 

Recommended controls 
In 

place? 
Yes/No 

Recommended further 
points to think about 

By whom Deadline 

Risk rating 
following 

action 
H/M/L 

Insufficient 

record of 

accidents and  

ill health 

 

 A record is filled out after every 
accident or bout of ill health. 

 There are accident statistics available 
which indicate the most common 
injuries, times, locations and activities 
in a particular area. They are looked 
into on a monthly basis. 

     

Unknown      

first aid 

arrangements 
 

 There are clear arrangements detailed 
in the First Aid Policy.  

 The policy outlines the local external 
contacts (GPs, nearest hospital etc.) 
and is readily available on the school 
website. 

 All staff are informed of what the 
process for first aid provision is while 
on site. 

 First aid arrangements are covered in 
the induction process, and subsequent 
changes are brought to the attention of 
staff members. 

 Lists of all first aiders and appointed 
persons are displayed prominently 
throughout the site. 
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Appendix 3 

Medical Emergency Risk Assessment 

Assessment conducted by:  Job title:  
Covered by this assessment: teachers, 
teaching assistants, volunteers, 
supervising adults and pupils. 

Date of assessment: Review interval: annually Date of next review:  

 

Related documents 

Health and Safety Policy, First Aid Policy, Fire Evacuation Plan, Personal Emergency Evacuation Plan.  

 

Risk rating 
Likelihood of occurrence 

Probable Possible Remote 

Likely impact 

Major 
Causes major physical injury, harm or 

ill-health. 
High (H) H Medium (M) 

Severe 
Causes physical injury or illness 

requiring first aid. 
H M Low (L) 

Minor 
Causes physical or emotional 

discomfort. 
M L L 
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Area for 
concern 

Risk 
rating 
prior 

to 
action 
H/M/L 

Recommended controls 
In place? 
Yes/No 

By whom? Deadline 

Risk 
rating 

following 
action 
H/M/L 

The school site  

 An additional risk assessment is conducted by the headteacher / 
senior staff member to assess the impact of the school site and the 
likelihood of a medical emergency, e.g. if it is close to a busy road. 

 Further controls are put in place, where possible, to reduce the risk 
of a medical emergency as a result of the school site. 

    

Accurate 
information 

 

 Up-to-date emergency contact numbers are kept for pupils and 
staff members and these are accessible in the case of a medical 
emergency. 

 Up-to-date information is kept regarding pupils’ and staff members’ 
individual medical needs and is accessible in case of a medical 
emergency. 

    

Staff 
responsibilities 

 

 A clear line of responsibility is established for staff in the event of a 
medical emergency. 

 A qualified first aider is available at the school between the hours 
of _______ and ______ so that they are present at all times when 
pupils, staff, parents or visitors are on the premises. 

 A qualified first aider is also available on the premises for any out-
of-hours events, e.g. parents’ evenings. 

 Staff members who are delegated to being responsible for 
supervising an individual in a medical emergency are sufficiently 
trained to administer emergency procedures, e.g. CPR and rescue 
breathing. 

 Additional members of staff are trained to administer emergency 
procedures in the event of those responsible for supervision being 
absent. 

    



 

Page 16 of 20 
 

Area for 
concern 

Risk 
rating 
prior 

to 
action 
H/M/L 

Recommended controls 
In place? 
Yes/No 

By whom? Deadline 

Risk 
rating 

following 
action 
H/M/L 

 Certain members of staff are trained to administer medication for 
pupils or staff members, e.g. for allergies. 

 
 

Established 
procedure 

 
 
 
 

 
 
 
 
 

Established 
procedure 

 

 Any staff member who witnesses a medical emergency contacts 
the emergency services immediately, if this is necessary. 

 Staff who are responsible for supervising an individual in a medical 
emergency are contacted and attend to the individual right away, 
including the first aider. 

 Other staff members escort any pupils, parents, or visitors away 
from the individual to a suitable location, e.g. the school hall, and 
supervise them. 

 A portable screen is used to block the individual from view of 
others in order to maintain privacy. 

 If the medical emergency is concerning a pupil or member of staff, 
their emergency contacts are phoned by an appropriate member of 
staff. 

 Staff members responsible for supervision stay with the individual 
until the emergency services arrive and try and keep the individual 
as comfortable as possible, e.g. by providing a blanket. 

 If emergency services are not required and the first aider or other 
qualified staff member is able to treat the individual, staff will stay 
with the individual until the situation is remedied.  

 All emergency incidents are recorded and a log is kept in the 
school office, in line with the First Aid Policy.  

    

 
 

 
 First aid supplies are kept in central locations in the school where 

they remain clean, dry, fully stocked and easily accessible. 
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Area for 
concern 

Risk 
rating 
prior 

to 
action 
H/M/L 

Recommended controls 
In place? 
Yes/No 

By whom? Deadline 

Risk 
rating 

following 
action 
H/M/L 

 
 
 
 

First aid and 
emergency 

medication or 
procedures 

 
 
 
 
 

First aid and 
emergency 

medication or 
procedures 

 First aid is administered by the qualified first aider to pupils, school 
staff, parents and visitors in accordance with the school’s First Aid 
Policy. 

 Emergency medication, e.g. for pupils/staff with allergies, is 
administered by a suitable, qualified individual.  

 Emergency medication is not administered to parents or visitors, 
and the emergency services are always contacted when this is 
required. 

 Qualified staff members are able to conduct emergency 
procedures for pupils, staff, parents and visitors, e.g. CPR and 
rescue breathing. 

 No unqualified staff member administers medication or first aid to 
any individual. 

 Where the injury cannot be treated via any first aid, emergency 
medication, or emergency procedures, the first aider and qualified 
staff members refrain from providing unnecessary medication and 
wait for the emergency services. 

Arrival of 
emergency 

services 
 

 An access route is kept clear at all times for the arrival of 
emergency services. 

 A designated member of staff informs the emergency services of 
the situation; where first aid, emergency medication or emergency 
procedures have been administered, the individual who has done 
so liaises with the emergency services. 

 At least one member of staff stays with the emergency services 
and individual,  
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Area for 
concern 

Risk 
rating 
prior 

to 
action 
H/M/L 

Recommended controls 
In place? 
Yes/No 

By whom? Deadline 

Risk 
rating 

following 
action 
H/M/L 

After the 
medical 

emergency 
 

 If it is safe to do so, staff and pupils resume to the normal school 
day or event, and are informed of any procedures to adhere to 
following the incident. 

 Pupils and staff may be sent home if the school is unsafe for use or 
as a result of the nature of the incident. 

 The Principal has the final say as to whether the school closes. 

    

Media 
management 

 

 Staff refrain from responding to any media enquiries either during 
or after a medical emergency. 

 Procedures are in place to control phones during and after a 
medical emergency. If necessary, extra support is arranged for 
reception. 

 If media are able to access the site, this is controlled by the 
Principal.  

 In major emergencies, police deal with the media and prevent 
intrusion onto the school premises. 

 Pupils and staff are advised of the use of mobile phones and social 
media sites and their contribution to the spread of false or 
confidential information. 

    

 

 

 

 



 

Page 19 of 20 
 

Appendix 4 

Contents and Locations of First-aid Boxes 
 
The school will have suitably stocked first aid boxes. Where there is no special risk identified, a 
minimum provision of first aid items would be: 

 A leaflet giving general advice on first aid 
 20 individually wrapped sterile adhesive dressings (assorted sizes) 
 Two sterile eye pads 
 Four individually wrapped triangular bandages (preferably sterile) 
 Six safety pins 
 Six medium sized (approximately 12cm x 12cm) individually wrapped sterile un-

medicated wound dressings 
 Two large (approximately 18cm x 18cm) sterile individually wrapped un-medicated 

wound dressings and 
 One pair of disposable gloves. 

 
  Equivalent or additional items are acceptable. 
 

The lead first aider is responsible for examining the contents of first aid boxes. These should 
be checked frequently and restocked as soon as possible after use. Items should be 
discarded safely after the expiry date has passed. 
 

First aid boxes are located in the following areas: 
 

 
Location 

 

 
First-aider for Location 

 
All Classrooms 

 
See list of First Aiders  

 
Medical Room (main first aid store) 

 
Jo Harvey, Marina Peart, Joy Jones, Sadie Gibbs, 
Elizabeth Napthine, Sue Hircock 

 
First Aid Kits to take  on trips (Medical room / 
main first aid store) 

 
Joy Jones, Sadie Gibbs, Elizabeth Napthine, first 
aider / TA designated on visit risk assessment. 

 
2 x Minibuses 

 
Paul Atherton, Julie Thompson, designated first 
aider on visit risk assessment 

 
Kitchen 

 
MSAs / Office Staff 

 
Cookery Room 

 
Andrea Howes / Elizabeth Napthine 
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Appendix 5. 
 
How many qualified first-aiders should a school have? 
 
There is no statutory guidance on the exact number of first-aiders a school must have, instead a 
decision should be made based on the school’s individual level of risk. The Health and Safety 
Executive (HSE) recommends that lower risk workplaces, such as schools, should consider having at 
least one first-aider. A first-aid risk assessment should already be in place (see Appendix 2) and it 
should be reviewed before making a decision.  
 
When making a decision on how many first-aiders are needed, schools should consider whether: 
 

• Adequate provision is in place for breaks and lunchtimes 
• Adequate provision is in place to cover other members of staff in the case of absence 
• There are adequate numbers of first-aiders available for trips and off-site visits 
• Provisions are in place for practical departments, such as science, technology, food 
 technology and PE 
• There are sufficient numbers of first-aiders required for out-of-hours services, such as 
 breakfast clubs or sports activities 
• Agreements for first-aid are in place with contractors, such as caterers 
• Adequate provision is in place for trainees working at the school. 

 
Any person becoming a first-aider must do so voluntarily, unless providing first-aid cover is part of 
their contract of employment. They must also hold a certificate of competence, issued by a 
recognised provider such as The Red Cross or St John’s Ambulance.  
 
When appointing someone as a first-aider, schools should consider the person’s: 
 

• Reliability 
• 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 immediately in order to go to an 

emergency.  
 
Furthermore, once a first-aid at work certificate has been awarded, they are only valid for three 
years; refresher training courses should be regularly arranged, in order to ensure that the certificate 
does not expire.  
 
 
 


