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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 

 
This policy is based on advice from the Department for Education on first aid in schools, health and safety in 
schools and actions for schools during the coronavirus outbreak, 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 

 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 

https://thekeysupport.com/terms-of-use
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 The School Premises (England) Regulations 2012, which require that suitable space is provided to cater 
for the medical and therapy needs of pupils 

 

3. Roles and responsibilities 

St. George’s School has organized a sufficient number of suitably trained first aiders to care for our 
employees in case they are injured at work (L3 First Aid at Work).  

Other members of staff are qualified to administer first aid in relation to their specific responsibilities within the 
school (Proact SCIP instructors, Duke of Edinburgh, outdoor education etc.) 

We have a school nurse to ensure the medical needs of the students are met. 

We also have a number of ‘appointed person’ to take charge of first aid arrangements within the school. An 
appointed person may be but does not need to be a trained first aider. 

During coronavirus: all risk assessments have been updated in the light of Coronavirus and shared 
accordingly.  

3.1 Appointed person(s) and first aiders 

The school’s appointed Jo Neil/Michelle Gladdis (Front Office)/Adele Bailey (First Aid HLTA)/Sue John (school 
nurse) They are responsible for: 

 Taking charge when someone is injured or becomes ill (Sue John) 

 Ensuring there is an adequate supply of medical materials in first aid kits, and replenishing the contents of 
these kits monthly (Adele Bailey) 

 Ensuring first aid equipment is available at strategic points in the school and staff are aware of their 
location (Adele Bailey) 

 That first aid boxes are available to take on educational/offsite visits (including medication personal to 
individuals (Sue John) 

 To ensure that sufficient number of personnel are trained in first aid procedure at all times (Michelle 
Gladdis) 

 That first aid qualifications are and remain current (Michelle Gladdis) 

 Ensuring that an ambulance or other professional medical help is summoned when appropriate (Office 
staff) 

First aiders are trained and qualified to carry out the role (see section 7) 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 
(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 are displayed prominently around the school. 

 

3.2 The local authority and governing board 

The Isle of Wight Local Authority 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 governing board. 

The governing board delegates operational matters and day-to-day tasks to the headteacher and staff 
members. 
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3.2 The governing board 

The governing 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. 

 

3.4 The headteacher 

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

 Ensuring that an appropriate number of appointed persons and/or trained 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 is not 
called  

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

 Ensuring medication is securely locked away 

 

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 
the school nurse or a qualified first aider, if appropriate, who will provide the required first aid treatment 

 The first aider, if called, will assess the injury and decide if further assistance is needed from the school 
nurse 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 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 

 If emergency services are called, a member of the Senior Leadership Team will contact parents 
immediately 
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 The nurse/first aider/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 

 

During coronavirus: first aiders will follow Health and Safety Executive (HSE) guidance for first aid during 
coronavirus. They will try to assist at a safe distance from the casualty as much as possible and minimise the 
time they share a breathing zone. Treating any casualty properly will be the first concern. Where it is 
necessary for first aid provision to be administered in close proximity, those administering it will pay particular 
attention to sanitation measures immediately afterwards including washing their hands. 

 

4.2 Off-site procedures 

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

 A mobile phone (having left their telephone number on the signing out sheet) 

 A portable first aid kit  

 Information about the specific medical needs of pupils and their required medication 

 Any required contact with families should be organised through the school office 

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

We will endeavor to send 1 first aider on school trips and visits. Due to the amount of community learning our 
students access, this may not always be possible for local and regular trips. Should there be an accident 
whilst out and about, a staff member should contact the school and take advice accordingly. 

During coronavirus: we will take account of any government advice in relation to educational visits during 
the coronavirus pandemic.  

 

5. First aid equipment 

A typical first aid kit in our school will include the following: 

 Regular bandages 

 Triangular bandages 

 Adhesive tape 

 Disposable gloves 

 Antiseptic wipes 

 Plasters of assorted sizes 

 Resuscitation Aid 

 

No medication is kept in first aid kits. 

 

First aid kits are stored in: 

 The medical room 

 Reception (at the desk) 

 All classrooms and learning bases 

 The school hall 

 The school kitchens 

https://thekeysupport.com/terms-of-use
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 School vehicles 

 

6. Record-keeping and reporting 

6.1 First aid and accident record book 

 An accident form will be completed by the nurse/first aider/relevant member of staff 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 

 A copy of the accident report form will also be added to the pupil’s educational record by the Office 
Manager 

 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 Health and Safety Officer 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 Health and Safety Officer 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.  

Reportable injuries, diseases or dangerous occurrences include:  

 Death 

 Specified injuries, which are: 

 Fractures, other than to fingers, thumbs and toes 

 Amputations 

 Any injury likely to lead to permanent loss of sight or reduction in sight 

 Any crush injury to the head or torso causing damage to the brain or internal organs 

 Serious burns (including scalding)  

 Any scalding requiring hospital treatment 

 Any loss of consciousness caused by head injury or asphyxia 

 Any other injury arising from working in an enclosed space which leads to hypothermia or heat-
induced illness, or requires resuscitation or admittance to hospital for more than 24 hours 

 Injuries where an employee is away from work or unable to perform their normal work duties for more than 
7 consecutive days (not including the day of the incident) 

 Where an accident leads to someone being taken to hospital 

 Near-miss events that do not result in an injury, but could have done. Examples of near-miss events 
relevant to schools include, but are not limited to:  

 The collapse or failure of load-bearing parts of lifts and lifting equipment 

 The accidental release of a biological agent likely to cause severe human illness 

 The accidental release or escape of any substance that may cause a serious injury or damage to 
health 

 An electrical short circuit or overload causing a fire or explosion 
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7. Training 

All first aiders must have completed a training 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 until (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 Headteacher every 2 years. 

At every review, the policy will be approved by the full governing board. 

 

9. Links with other policies 

This first aid policy is linked to the  

 Health and safety policy 

 Risk assessment policy 

 Policy on supporting pupils with medical conditions  
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Appendix 1: list of appointed persons(s) for first aid and/or trained first aiders 

 

STAFF MEMBER’S NAME ROLE CONTACT DETAILS 

Sue John School nurse 01983 539753 (internal Ext 130) 

Jo Neill Appointed person Ext 101 

Michelle Gladdis Appointed person Ext 103 

Adele Bailey Appointed person/First aider Ext 133 

  
 

   

  
 

FORENAME SURNAME AWARD EXPIRY DATE 

Mark ALLEN L3 First Aid at work July 2023 

Adele BAILEY L3 First Aid at work October 2023 

Claire  COBB L3 First Aid at work March 2023 

Emma  DAVISON L3 First Aid at work Feb 2023 

Steff GLEESON L3 First Aid at work May 2022 

Ella  GREENSLADE L3 First Aid at work March 2024 

Vic MACKIE L3 First Aid at work December 2021 

Bekky  MANN L3 First Aid at work June 2023 

Julia  MUSTCHIN L3 First Aid at work July 2023 

Kat MONTAGU L3 First Aid at work May 2022 

Michelle  QUINN L3 First Aid at work May 2022 

Mairi ROBINSON L3 First Aid at work June 2022 

Marie WELLS L3 First Aid at work Feb 2024 
Lorna BATTISTA Emergency First Aid for 

the Outdoors 
January 2022 

Will BURNS Cert in Outdoor First Aid April 2022 

David  STEPHENS Emergency First Aid for 
the Outdoors 

January 2022 
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Appendix 2: reporting forms 

Injury/Accident/Near Miss Report Form 

Section 1 – Details of the Injured Person (Complete ALL Appropriate Sections)  

 

 
 
 

 
 

 

Postcode                                       Tel Postcode                                                          Tel 

 
 

Section 2 – The Incident  

 

 

 

 

 

 

 

 

 

 

  
 

 

 

 

 

 

 

 

 

 

 

                     Employee               Pupil/Student                    Member of the Public/Client                     Contractor               

Injured Persons Name (Including Title)  

Home Address Employers Location Name and Address 

Occupation Date of Birth 

DD/MM/YYYY 
  DD/MM/YYYY  

              Fatality                  Specified Major Injury                    Minor Injury                  Near Miss                  Disease                  

Severity of the Injury or Illness 

No Absence/First Aid Treatment Only Less than 3 days Absence 

More than 3 days Absence  Absence not known yet 

 

 

 

 

Postcode:  
Is this the same as the Employers Location Name? Y/N 

 

Accident Address 

Nature of the Injury, indicating the part of the body affected and type of injury (e.g. cut right finger etc.) 

 Right  Left 
 

Injury: 

DD/MM/YYYY 

Date of Accident 

Date Accident Reported 

DD/MM/YYYY Time of Accident (24h) 

Time Accident Reported 

 

 

Accident location  
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Section 3 – Witness Names and Addresses (Including Workplace Location) 
 

 
Address 

 
Address 

Postcode                                       Tel Postcode                                                         Tel 

 
 

Section 4 – What Happened (One or More) 

 

 

 

 

 

 

 

 
 

 

 
Section 5 – Detailed Account of the accident – e.g. What Happened, What the person was doing at the time of 
the accident (Detail first aid treatment given if not in the Accident Book) 

 

 

 

 

 

 

 

 

 

 

 

 

Section 6 – Accident Assessment  

Treatment (Indicate appropriate box) 

No Treatment Local First Aid Doctors (Surgery) 

Hospital (Up to 24 hrs.) Hospital in Patient 

If Hospital treatment was required, how was person taken to hospital?  

 

Print Name Print Name 

Workplace Location Workplace Location 

Contact with Moving Machinery 
or material being machined 

Slip, Trip or fall on the same  
level 

Exposure to, or contact with,  
a harmful substance 

Struck by moving, including 
flying or falling object 

Fall from a Height:  
Distance Fell:  

Exposure to a Fire 

Struck by a moving vehicle Trapped by something         
collapsing or overturning 

Exposure to an Explosion 

Struck against something fixed 
or stationary 

Drowning or Asphyxiation Contact with Electricity or  
Electrical Damage 

Injured whilst handling, lifting 
or carrying 

Injured by Animal Other kind of accident  
(Give details in Section 5) 
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Is the Accident recorded in the accident book? N/A Yes No 

Have you investigated the accident? Yes No 

Did it happen as described in Section 4&5 in this form? Yes No 

Was there a Safe Working Procedure? N/A Yes No 

Was a Safe Working Procedure being Followed? N/A Yes No 

Was the injured person wearing safety equipment for the job? N/A Yes No 

Was a Risk Assessment in place prior to the incident? Yes No 

Was a review of the Risk Assessment undertaken as a result of this incident? Yes No 

Are there any factors, which contributed to the accident?  (i.e. Weather, Defects) Yes No 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

List any details of factors that contributed towards the accident (i.e. Weather, Defects etc.) 

Immediate Action that was taken after the accident to prevent a reoccurrence 

Future action planned to prevent a reoccurrence with completion dates 

Additional Comments regarding the accident 

 

 

 

 

Print Name (Including Title: Mr., Miss., Mrs. Etc.) Signature 

  

Job Title  

E-mail  

Tel  

When completed, please retain a photocopy for your workplace records and return the Original to the office manager. 
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Harassment/Violence to Staff – Incident Form 

Section 1 – The Employee 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

Section 2 – What Happened 

   

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

Employees Name (Print Name Including Title) 

Job Role: 

Home Address  Employers Address 

 

 

 

 

 

 

 

 

 

 

 

 

Postcode Postcode Tel Tel 

Normal Place of Work: 

  

  

What activity were you engaged in at the time of the incident? 

 

Date of Accident DD/MM/YYYY Time of Accident (24h)  

Location of Incident: 

  

  

Please give a brief account of the incident, including relevant events leading to it. 
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Section 3 – Assailant and Witness 

 

Address: Address: 

Age:                                   Gender: Age:                                                   Gender: 

Other Details: Other Details: 

 
Section 4 – Outcome 

 

 

 

 
 

 
Section 5 – Date, Time and Person whom incident reported 

 

 

Section 6 – Informing the Police 

   

 

 

  
 
Section 7 – Medical Treatment 
 

 
 
 

 
 

 

Section 8 – What Injuries were reported? 

 

 

 

 

 

 

 

Name of Assailant: Name of Witness: 

Were You: Was There: 

Verbally Abused 

Injured 

Subjected to anti-social behavior (e.g. Spitting) What was damaged?  

Damage to Personal Clothing Property (State below) 

Damage to School Property (State below) 

 

Date Name: DD/MM/YYYY Time 
of 
Accid
ent 
(24h) 

  

Date DD/MM/YYYY Time 
of 
Accid
ent 
(24h) 

 Incident Number:  

Name of whom reported:  

Have the Police been informed of the incident? Yes 
Accide
nt (24h) 

No 
Accide
nt 
(24h) 

Treatment (Indicate appropriate box) 

No Treatment Local First Aid Doctors (Surgery) 

Hospital (Up to 24 hrs.) Hospital in Patient 

If Hospital treatment was required, how was person taken to hospital?  

 

Nature of the Injury, indicating the part of the body affected and type of injury (e.g. cut right finger etc.) 

 Right  Left 
 

Injury: 
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Section 9 – Absence from Work 

 

 

 
 
 

Section 10 – Comments 

 

 

 

 

 

 

 

 

 

Section 11 – Victim’s Details 

 

 

 

 

 
 
Section 12 – Supervisor/Line Manager/Head teacher’s Details 

 

 

 

 

 

 

 

 

 

Supervisor/Line Manager/Head teacher’s comments including remedial action to be taken  

 

Anticipated length of Absence from Work 

Print Name (Including Title: Mr., Miss., Mrs. Etc.) Signature 

  

Job Title  

E-mail  

Tel  

Date DD/MM/YYYY 

Print Name (Including Title: Mr., Miss., Mrs. Etc.) Signature 

  

Job Title  

E-mail  

Tel  

Date 

DD/MM/YYYY Date 
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Appendix 3: first aid box check register 

Appendix 3 – First aid box check register 20…… 

Location Month 

Jan Feb Mar Apr May Jun Jul Aug Sept Oct Nov Dec 

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

             

Please ensure that the boxes are filled to the guide within each box. Please inform 

the nurse if more supplies need to be ordered. 
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