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1. Aims 

The aims of our First Aid Policy are to:  

• Ensure the health and safety of all staff, students and visitors on school premises and 

for staff and students attending authorised, off-site activities such as educational visits.  

• Ensure that all staff are aware of their responsibilities with regards to health and safety.  

• Ensure that there are staff trained in first aid who have sufficient and appropriate 

resources and facilities. 

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

outcomes. 

 

The policy is based on the DfE guidance First aid in schools, early years and further education 

- GOV.UK (www.gov.uk) and the following legislation: 

• The Health and Safety (First-Aid) Regulations 1981 

• The Management of Health and Safety at Work Regulations 1992 

• The Management of Health and Safety at Work Regulations 1999 

• The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

• The Social Security (Claims and Payments) Regulations 1979  

 

2. Definition 

First aid is the initial assistance or treatment for those who are injured or suddenly unwell, with the 

aim to stop their condition worsening until medical help arrives or treating minor injuries which do 

not require medical help.  

 

This policy should be read in conjunction with the GLT Health & Safety Policy, including the reporting 

of accidents, incidents, violence and near misses. 

 

3. Responsibilities  

The school ensures that there are a number of members of staff qualified as first aiders. We ensure 

training is kept up to date and refresher courses are attended as necessary. A list of staff trained in 

first aid is in Appendix B. 

 

The school ensures the appropriate personal protective equipment is available to all first aiders.  

 

First Aiders 

All first aiders are trained to carry out their role.  

 

First Aiders are responsible for: 

• Acting as first responder to an incident or when a person becomes ill. 

• Taking charge, assessing the situation and providing immediate and appropriate treatment. 

• Using their judgement as to whether an ambulance or other professional medical help needs 

to be called.  

• Following the appropriate advice on the use of personal protective equipment. 

• Completing the correct records or accident form. 

• Advising the Principal First Aider when their first aid kit becomes low in stock. 

 

Principal First Aider  

The Principal First Aider is based in the main school office, A24 with the medical room A25 next 

door. 

 

In addition to their first aider responsibilities the Principal First Aider is also responsible for: 

• Sending a student home to recover. 

• Ensuring sufficient staff are trained to administer first aid and that training is kept up to date. 

• Keeping first aid kits well stocked.  

https://www.gov.uk/government/publications/first-aid-in-schools/first-aid-in-schools-early-years-and-further-education
https://www.gov.uk/government/publications/first-aid-in-schools/first-aid-in-schools-early-years-and-further-education
https://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
https://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.legislation.gov.uk/uksi/2013/1471/schedule/1/paragraph/1/made
https://www.legislation.gov.uk/uksi/1979/628
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All Staff 

All school staff are responsible for: 

• Ensuring that in the event of an accident, incident or someone becoming suddenly 

unwell they request first aid support as soon as is reasonably practicable while securing 

the welfare of the individual. 

• Completing accident reports where required. 

• Informing their manager if they have any specific medical or first aid needs. 

 

4. First aid kits  

First aid kits will be supplied to first aiders and kept well stocked.  

 

As a minimum a first aid kit will include:  

• individually wrapped sterile plasters (assorted sizes), (hypoallergenic plasters can be provided 

if necessary) 

• sterile eye pads  

• individually wrapped triangular bandages, preferably sterile  

• large sterile individually wrapped un-medicated wound dressings  

• medium-sized sterile individually wrapped un-medicated wound dressings  

• burn dressings 

• safety pins 

• disposable gloves 

• blunt ended scissors 

 

Trips and visits first-aid kits  

There is no mandatory list of items to be included in first-aid kits for school trips and visits, however, 

the school will ensure they contain:  

• individually wrapped sterile plasters (hypoallergenic plasters can be provided, if necessary) 

• individually wrapped triangular bandages, preferably sterile  

• sterile eye patches 

• safety pins  

• large sterile un-medicated dressing  

• individually wrapped moist cleansing wipes  

• disposable gloves  

• blunt ended scissors 

• leaflet giving general first aid advice 

 

5. Medication  

First aid does not include administering medication. This is covered under the Supporting Students 

with Medical Conditions Policy.  

 

Some pupils may need to have access to life saving prescription drugs in an emergency. The details 

will be recorded in the pupil’s individual healthcare plan and identified staff members will be aware 

of what to do. Medication will be stored with the Principal First Aider. 

 

It is recommended that medication is not kept in first aid kits.  

 

6. First Aid Procedures  

On school premises 

In the event of an incident or accident resulting in an injury; 
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• The closest member of staff will make an initial assessment and will decide whether to 

call for first aid support, send the person to the medical room or that no further action 

required. 

• If a first aider is required the Principal First aider will usually attend, or in their absence 

the School Office will arrange for an alternative first aider. 

• The first aider will assess the injury and decide:  

o whether further assistance is required from a colleague or the emergency 

services. 

o what first aid support should be provided. 

o whether to remain at the scene with the injured person or move them to the 

medical room. A wheelchair is available if required. 

• If the emergency services are called the School Office will contact parents. If a parent 

cannot accompany a student to hospital, a member of staff, usually be the Principal 

First Aider, will accompany the student to hospital and remain with them until the 

parent can take responsibility. 

• The first aider will complete the correct accident or medical report on the same day or 

as soon as is reasonably practical after the incident (resulting in an injury). 

 

On a school trip or visit 

Staff supervising a trip or visit will have: 

• A mobile phone 

• Portable first aid kit 

• Specific medical information about the students on the trip or visit 

• Parent contact details 

 

Risks assessments will be completed prior to any trip or visit.  

 

7. Recording first aid treatment 

It is necessary to record any first aid treatment given as well as completing the accident form. A 

record should be made on SIMS by the first aider to include:  

• the date, time and place of the incident  

• the name of the injured or ill person/student  

• details of the injury or illness and what first-aid was given  

• what happened to the person/student/ immediately afterwards, e.g. went back to work/class, 

went home, went to hospital  

• name of the first aider 

 

8. Informing Parents  

The Principal First Aider, pastoral team or member of the School Office will telephone the parent in 

the event of: 

• any head or leg/ankle/foot injury 

• if an ambulance is called  

• any other circumstances where in their judgement of the first aider decides that such contact 

should be made 

 

9. Accident & incidents 

If the need for first aid support was due to an accident, incident, violence or near miss reporting the 

Health and Safety Policy should be used and the correct reporting procedures should be followed. 
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10. Automated External Defibrillators (AEDs)  

AED’s are provided around the school, in the following locations: 

• Main Office A24 

• Hall Foyer 

• PE Office J3 
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Appendix A 

First Aid Kit Provision  

  

First aid kits are available at the following locations:  

 

Location 

A9  Premises Office 

A24  Main Office 

A29  Headteacher’s PA office 

B10  Staff Room 

C2  Technology Workshop 

C7 Science Prep Area 

E6 Box Office 

E18 Exams Office 

E17 PE Store 

 

 

Off-Site Visits  

Portable first aid kits available from the Principal First Aider in the School Office. 

 

Canteen 

The first aid kit in the kitchen is the responsibility of the school caterers. 
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Appendix B 

List of First Aid Qualified Staff 

  

         

    

Staff Member Qualification Location 

Sam McLaren   

Principal First Aider  
First Aid at Work  Main Office 

Samiah Ahmed First Aid at Work Reprographics 

Susan Pye    First Aid at Work  Main Office 

Katy Buchanan  First Aid at Work  Science 

Lynsey Bratton Paediatric First Aid  Main Office 

Pam Alexander  Emergency First Aid at Work  Main Office 

Amanda Baker  Emergency First Aid at Work  A Corridor 

Alison Baldock Emergency First Aid at Work SEND 

Laura Cole Emergency First Aid at Work 
SEND, 

C Block 

Rebecca Golightly  Emergency First Aid at Work  J Block 

Katy Johnson   Emergency First Aid at Work  PE & Dance 

Ellie Macey Emergency First Aid at Work Main Office 

Nita McDowell    Emergency First Aid at Work  DT 

Charlotte Mulrooney Emergency First Aid at Work SEND 

Sharon Simons Emergency First Aid at Work Art & DT 

Daniel Stangroom Emergency First Aid at Work Science 

  

  

  

  


