
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Part of Washwood Heath Multi Academy Trust 

Head of Academy: Mr P Marano 

CEO: Mr P Weir (Acting) 

First Aid Policy 
Date: September 2021 

Date of review: September 2023 
 

Or as required in line with changes in legislation if sooner. 

 

This document aims to outline the strategies that will be used by teachers. As a Rights Respecting School, our 

students’ right to education will be secured by the impact of this policy 
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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. Statement of First Aid Provision 

The School’s arrangements for providing First Aid will: 

• Place a duty on the Headteacher and Academy Board to prove, implement and review the First Aid policy 

• Place individual duties on all employees 

• Report and record accidents using systems and where necessary report to WHMAT and the HSE 

• Record all occasions when First Aid is administered to employees, pupils and visitors 

• Provide equipment and materials to provide First Aid treatment 

• Make arrangements to provide First Aid training to employees, maintain records of training and review 

annually 

• Establish a procedure for managing accidents in school which require First Aid treatment 

• Provide information to employees on the arrangements for First Aid 

• Undertake a risk assessment of the First Aid requirements of the Academy and review on a regular basis 

• Use the information from the risk assessment of First Aid to determine the number and level of trained staff 

and also any additional requirements (eg specialised training for children with particular medical needs) 

• Identify circumstances when parent/carers are notified that first aid treatment was given to the child 

3. Roles and responsibilities 

3.1 Appointed First Aiders 

The names of our school’s Appointed First Aiders will be displayed prominently in reception.  The school’s 

Appointed First Aiders 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 
 

Appointed First aiders are trained and qualified to carry out the role and are responsible for: 

• Acting as first responders 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, 

entering details onto WHMAT reporting Systems and CPOMS 

• Keeping their contact details up to date 

3.2 The Academy Board  

The Academy Board has ultimate responsibility for health and safety matters in the school, but delegates 

operational matters and day-to-day tasks to the Headteacher and staff members. 
 

3.3 The Headteacher 

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

• Ensuring that an appropriate number of Appointed First Aiders or other trained first aid personnel are 

present in the school at all times  

• Ensuring that Appointed First Aiders have an appropriate qualification, keep training up to date and remain 

competent to perform their role 
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• 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  

3.4 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 when requested   

• Informing the Headteacher or their manager of any specific health conditions or first aid needs 

4. Arrangements for First Aid 

The School will provide materials and equipment and facilities to provide First Aid.   

The location of the First Aid Kits in the School are: 

• Reception (at the desk) 

• PE Office 

• All science labs  

• All design and technology classrooms 

• School kitchen 

• Site Office 

• School vehicles 
 

A typical First Aid Kit in our Academy 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. 
 

The contents of the Kits will be checked on a regular basis by the Lead First Aider. 
 

Before undertaking any off-site activities, the level of first aid provision will be assessed by the Headteacher and at 

least one First Aid Kit will be taken along. 

5. Off-site procedures 

When taking pupils off the school premises, staff will ensure they always have the following: 

• A mobile phone 

• A portable first aid kit  
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• Information about the specific medical needs of pupils 

• Parents’ contact details 

Risk assessments will be completed by the visit leader prior to any educational visit that necessitates taking 

pupils off school premises.  The Risk Assessment will determine the level of First Aid knowledge needed to 

accompany school trips and visits. 
 

6. Accidents involving bumps to a Student’s head 

The consequence of an injury from an accident involving a bump or blow to a student’s head is not always evident 

immediately and the effects may only become noticeable after a period of time. 
 

Where emergency treatment is not required, attempts will be made to contact the parent/carer or notification sent 

home to the parent/carer. 

7. Transport to hospital or home 

The Headteacher and/or First Aiders will determine the appropriate action to be taken in each case.  Where the 

injury requires urgent medical attention, an ambulance will be called and the pupil’s parent/carer will be notified.  If 

hospital treatment is required, then the pupil’s parent/carer will be called for them to take over responsibility.  If no 

contact can be made with parent/carer or other designated emergency contacts then the Headteacher may decide 

that the student needs to be transported to hospital. 
 

Where the Headteacher makes arrangements for transporting a child then the following points will be adhered to: 

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

• No individual member of staff will be alone with the pupil in a vehicle; 

• A second member of staff will be present to provide supervision of the injured pupil. 

8. Pupils’ Medical Conditions 

A list of pupils who suffer from medical conditions together with details of any Individual Health Care Plans which 
are prepared for pupils with more serious medical conditions such as diabetes, anaphylactic shock, asthma or 
epilepsy is updated annually. A copy of this information is kept in First Aid Room 
 

Appropriate medication should be with the pupil in their classrooms at all times and should be named and labelled.  
Named and labelled spare inhalers and auto-injectors (commonly known as Epipens) will also be kept for each pupil 
with a known medical condition in the first aid room    
 

All asthma inhalers should be taken to all PE lessons. 
 

Portable first aid kits, auto-injectors and inhalers should be taken to all off-site excursions. 
 

Accident Investigation and Reporting Procedure 
 

Accident Reporting 
Purpose 
The recording of accidents, incidents and ill health is one of the most effective ways of managing health and safety. 
Information from the facts gathered during accident reporting and investigations will highlight trends and patterns. 
As a result of this information, measures can be put into place which will reduce the frequency and severity of 
incidents across the WHMAT.  
 

Nationally the HSE collects accident statistics. To facilitate this, they are supported by the legal requirements of 
RIDDOR, the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 as amended 2012. 
Therefore, we are duty bound to report accidents that fall within the remit of RIDDOR. 
 

Scope 
This procedure refers to accidents to WHMAT staff, visitors and pupils or accidents caused by their acts or 
omissions. Agency staff working for the school must also be included as they are considered to be employees under 
health and safety law. 
 

Responsibilities 
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The Head Teacher has overall responsible for the appropriate level of accident reporting however 

these responsibilities will be distributed as outlined in the Academy's Procedures and Processes for 

Health and Safety. 

RIDDOR notification to the HSE will be completed by the Director of Estates & Facilities with support from the 

school’s designated First Aid lead where required. Accidents to pupils, staff members and visitors will be recorded 

by competent staff using the WHMAT Accident Form which can be accessed through the Estates & Facilities page 

on Sharepoint/iam Compliant. 
 

Initial investigation of incidents and accidents is usually the responsibility of the designated First Aider and/or Head 
Teacher who may call upon assistance from the Estates Director depending on the severity of the accident.  
 

The Estates Director has responsibility to retain correspondence from the HSE with regards RIDDOR reportable 
accidents and present such information as requested by auditing authorities. 
 

Abbreviations 

• WHMAT - Washwood Heath Multi Academy Trust  

• RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 as amended 2012. 

• HSE - Health and Safety Executive. 
 

General Requirements 
 

1. Accident Definitions 

• First Aid Treatment - A minor injury requiring treatment by a qualified first aider (minor cuts/bruises, 
foreign matter in the eye etc.) and resulting in no lost time beyond the school day or shift on which it 
occurs. 

• Minor Accident - A work related injury resulting in absence from work of between 1 and 7 days beyond the 
school day or shift on which it occurs. 

• Lost Workday Case - A work related injury, which causes incapacity for more than seven days beyond the 
day on which it occurs. 

 

2. Accident Reporting 
In the event of any injuries being sustained on school premises, the injured person shall notify an appointed First 
Aider. Accidents to pupils, staff members and visitors will be recorded by competent staff using the WHMAT 
Accident Form which can be accessed through the Estates & Facilities page on SharePoint. The Estates and 
Facilities office, on receipt of any Accident Reports, will decide whether the accident requires further investigation  
i.e. 

i. If the accident is required by law to be reported to the Health and Safety Executive (HSE.) 
ii. If the accident could have resulted in serious consequences (what could have happened), and 
iii. If the accident may result in a civil claim. 

Investigation findings are recorded in the accident file. The accident file is kept readily available for inspection by 
the HSE or the Loss Assessor. 
 

Accident/ incident rates are not required by any form of legislation, however, they are to monitor trends and 
provide a comparison to previous safety performance. 
 
9. Legislation and guidance 

This policy is based on 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 make an 

assessment of the risks to the health and safety of their employees 

https://www.gov.uk/government/publications/first-aid-in-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
https://www.gov.uk/government/publications/health-and-safety-advice-for-schools
http://www.legislation.gov.uk/uksi/1981/917/regulation/3/made
http://www.legislation.gov.uk/uksi/1992/2051/regulation/3/made
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• 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 

• 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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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
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Accident to WHMAT staff, visitors or pupils 

 

Did the accident arise out of or was it in connection with work/school? 

i.e. Was the accident caused by: 

• School organisation (inadequate supervision on school premises or other 

activities arranged by the school e.g. off-site visit. 

• Damaged or faulty equipment such as desks, chairs etc.  

• Hazardous substances 

• The condition of the premises  

Yes No 

If an accident occurred on the school 

premises outside of the above circumstances 

i.e. during break times, this needs to be 

reported to a designated First Aider. 

Did the accident result in injury, ill health or 

death? 

Yes 

No 
Please report to the designated First Aider 

ASAP to log the incident. 

 

Consider whether the incident could happen 

again. This could be a ‘near miss’ which 

must also be reported to the designated First 

Aider so that the cause of the incident can be 

investigated. 

 

Your designated First Aider will log this 

incident either physically or electronically 

and take into consideration whether said 

incident requires further investigation. 

Note for First Aiders: If you think that an 

incident could be RIDDOR reportable i.e. 

the injured person is taken directly from the 

scene of the accident to hospital for treatment 

for their injuries, please contact Estates & 

Facilities ASAP on 0121 803 2936.   

Please note: Such incidents are not RIDDOR 

Reportable  


