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First Aid Policy 

Including RIDDOR reporting and Internal First Aid Procedure
Introduction

This policy outlines Gracefield School’s responsibility to provide adequate and appropriate first aid to pupils, staff, parents and visitors and the procedures in place to meet that responsibility.

Aims
To meet the first aid needs of the School both on and off premises in line with the Management of Health and Safety at Work Regulations 1992 following the guidelines at https://www.gov.uk/government/publications/first-aid-in-schools. 
Objectives
· To appoint First Aiders and Nominated Persons
· To provide relevant training and ensure monitoring of training needs

· To provide adequate and appropriate equipment and facilities

· To inform staff, pupils, parents and visitors of the School’s First Aid arrangements

· To keep accident records and to report to the HSE as required under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013
.

Responsibilities
The Headteacher is responsible for the health and safety of her employees and anyone else on the premises. This includes the teachers, non-teaching staff, pupils and visitors (including contractors).  She must ensure that a risk assessment of the School and any offsite visits is undertaken and that the appointments, training and resources for first aid arrangements are appropriate and in place.  She should ensure that the insurance arrangements provide full cover for claims arising from actions of staff acting within the scope of their employment.

The Headteacher is responsible for ensuring there are sufficient first aid qualified staff and for putting the First Aid Policy into practice, for regularly reviewing the First Aid Policy and for developing the First Aid Policy with detailed procedures.  She should ensure that the health and safety policy and information on the School’s arrangements for first aid are clearly visible throughout the school and made available to parents/visitors and new staff.

Teachers and other staff are expected to do all they can to ensure the welfare of the pupils.
The Office Manager will:
· Look after the first aid equipment.

· Ensure the first aid contents in the offsite bag and medical cupboard in the staffroom is checked and restocked by Mrs O’Donohue termly and half termly. The sports first aid bag is held, checked and restocked by Mr Gunter.
· Ensure that an ambulance or other professional medical help is summoned when appropriate.

The Nominated First Aider has completed and kept updated a training course approved by the HSE.  At Gracefield School there are two nominated first aiders who hold a current Paediatric First Aid Qualification and at least one should be on the school premises, or on an outing where Early Years are present. 
Nominated First Aider’s are: 
Mrs Morgan
Mrs Pepler (from Jan 2019)
Mrs Smart (until April 2019
The Nominated First Aider will:

· Give immediate help to casualties with common injuries or illnesses and those arising from specific hazards at school

· When necessary, ensure that an ambulance or other professional medical help is called.

First Aid

In the case of minor injury or accidents, first aid treatment is given by a qualified first aider.  We normally inform parents when they collect their child, unless their child is unduly upset or we have concerns about the injury. In which case we will contact the child’s parents for clarification of what they would like us to do, ie whether they wish to collect their child and/or take their child to their GP. 

For borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team. 
An ambulance is called for children or staff requiring emergency treatment.  We contact pupil’s parents immediately and inform them of what has happened and where their child has been taken.

The school has written details from parents of any allergies or conditions (such as asthma) that might affect their child 

Risk Assessment and Re-Assessment of First-Aid Provision

A first aid risk assessment should be conducted by the Administrator as part of the annual review cycle and if any first aid incidents occur which necessitate a change to the policy. 
As part of the School’s annual monitoring

· The Headteacher in conjunction with the Administrator will review the School’s first-aid needs following any changes to staff, building, activities, etc

· The Compliance Officer  Headteacher monitors the number of trained first aiders and ensures training remains current, organising training when needed.
First Aid Training
At Gracefield all staff who do not hold a Paediatric or First Aid at Work qualification should complete emergency first aid training.  This will ensure a basic level of first aid cover at all times.  All formal training must be renewed on a 3-yearly basis.  Training will be arranged by the Office Manager and provided by an organisation approved by the HSE. It is recommended that top up training is provided annually and should include:

· Assess the situation and circumstances in order to act safely, promptly and effectively in an emergency. 

· Administer first aid to a casualty who is unconscious (including seizure). 

· Administer cardiopulmonary resuscitation. 

· Administer first aid to a casualty who is wounded and bleeding. 

· Administer first aid to a casualty who is suffering from shock. 

First-Aid Materials, Equipment and Facilities

First Aid kits will be provided in accordance with the findings of the risk assessment.
See Appendix A for contents according to HSE guidelines.

· All first-aid containers must be marked with a white cross on a green background

· First Aid kits are located in the staffroom cupboard (cold packs in fridge/freezer, covers in first aid cupboard). 
· PE first aid bag with Mr Gunter.
· First-aid supplies and offsite bag will be kept in the staffroom
· First-aid kits must be taken on all off-site activities

The responsibility for checking and restocking the first-aid containers:

· In school, each term and half term Mrs O’Donohue will check the staff room kit and offsite bag and will notify the Office Manager of any deficiencies. 
· For off-site PE, the Sports Co-ordinator Mr Gunter will maintain the PE first aid kit and will notify the Office Manager of any deficiencies. 
Medication is only administered in line with our Policy for Administering Medicines.
Treatment Room
Gracefield School does not have a dedicated medical treatment room.  Depending on the nature of the treatment either the middle room, main office or the staff room is used for medical treatment and care of children during school hours. The staff room and middle room contain a washbasin and all rooms are close to a lavatory.  For minor injuries, pupils will normally be seated on the bench outside the Reception classroom.
Hygiene/Infection Control
Basic hygiene procedures must be followed by staff.  Single-use disposable gloves must be worn when treatment involves blood or other body fluids.

Care should be taken when disposing of dressings or equipment.  These should be double bagged and placed in the Sanitary Disposal Bin in the staff toilet.
Reporting Accidents

Statutory requirements: under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 (RIDDOR) some accidents must be reported to the HSE.  The Headteacher will report any reportable injury, disease or dangerous occurrence to the HSE using the online form found at https://extranet.hse.gov.uk/lfserver/external/F2508IE. 
A record of the reportable injury, disease or dangerous occurrence will also be stored on the school site. 
The record must include: the date, time and place of the event, personal details of those involved and a brief description of the nature of the event or disease. This record can be combined with other accident records.
The following accidents must be reported to the HSE 
Accidents involving employees or self-employed people working on the premises:

· Accidents resulting in death or major injury

· Accidents which prevent the injured person from doing their normal work for more than three days

Accidents involving pupils and visitors:

· Accidents resulting in the person being killed or being taken from the site of the accident to hospital and the accident arises out of or in connection with work

i.e. if it relates to

· Any school activity, both on or off the premises

· The way the school activity has been organised and managed

· Equipment, machinery or substances

· The design or condition of the premises

HSE must be notified of fatal and major injuries and dangerous conditions without delay. The Headteacher is responsible for ensuring this happens.
Record Keeping
Photocopied accident/incident forms are logged in the accident folder in the main office along with any returned acknowledgment slips.  All accident/incident forms are numbered and are retained from the date of incident + 25years (children) or date of incident + 12 years (adult).  For serious accidents involving children the forms must be retained until the child reaches the age of 21. The Office Manager will oversee the process.
The accident/incident form must include:
· The date, time and place of incident

· The name (and class) of the injured or ill person

· Details of their injury/illness and what first aid was given

· What happened to the person immediately afterwards eg. Went home, went back to class

· Name and signature of the first aider or person dealing with the incident.
The Complete Accident/Incident Form Process

An accident/incident form informs parents of any incident or accident and must be completed for any serve or minor injury that has received first aid treatment. Accident/incident forms must be completed by the class teacher. It is the lunchtime supervisor’s duty to fully inform the class teacher of all information concerning the accident/incident so the form can be completed effectively and parents can be fully informed of the accident/incident and any further care/treatment needed.

For head injuries, facial injuries or severe injuries (injuries that are bleeding, injuries that require a dressing and injuries that will require further treatment). 
3 copies of the accident/incident form are needed. The original copy goes in the child’s bag, a copy is placed on the whiteboard by the playground door as a reminder for the parent to be spoken to on collection of the child and a copy goes in the office tray. It is acknowledged that it may not always be the child’s parent picking the child up from school. For borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team.   
Duty of all staff who dismiss children                                                                                       All staff are to check the whiteboard prior to releasing pupils and ensure the parent is informed of the accident/incident.  Once this has been done this additional accident/incident form can be additionally given to the parent or immediately shredded in the main office. Accident/incident forms remaining on the whiteboard after the child has gone home must be followed up with a phone call. This includes children who have parent and Headteacher permission to walk home. 
For minor injuries (injuries that have grazed the skin, that are superficial, have minimal bleeding that stops when the area is cleaned and requires a plaster not a dressing).

2 copies of the accident/incident form are needed. The original copy goes in the child’s bag and the other copy goes in the office tray.    

For borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team.   
Monitoring

Accident records can be used to help identify trends and areas for improvement and could help to identify training or other needs and may be useful for insurance or investigative purposes.
The Headteacher will review and analyse accident records at the beginning of each half term.

Appendices:
Appendix A - Contents of first-aid containers and weekly check list.
Appendix B -  Internal First Aid Procedure
Appendix A - Contents of First-Aid Weekly Check List
A copy of the first aid check list can be found in this folder: Compliance Officer, Health and Safety, Risk Management, First Aid Checks list.
First Aid Cupboard – Staff Room
· Leaflet giving general advice on first aid

· Contents List

· 6 x Nitrile disposable gloves (pair)

· 1 x Resuscitation face shield (with one-way valve)

· 40 x Water resistant plasters

· 4 x Medium Sterile Dressing (12cmx22cm) 20 individually wrapped sterile adhesive dressings (assorted sizes)

· 1 x Large Sterile Dressing (18cm x 18cm) 2 sterile eye pads

· 2 x Eye pad sterile dressing

· 2 x Finger Sterile Dressing

· 1 x Burns Dressing (10cmx10cm)

· 2 x Triangular bandages

· 1 x Conforming Bandage (7.5cm wide)

· 20 x alcohol free moist cleansing wipes

· 6 x safety pins

· 1 x Adhesive Tape (2.5 cm wide)

· 1 x Foil blanket

· 1 x scissors (suitable for cutting clothing inc leather) 6 (12cm by 12cm) 
First – Aid Containers for General Off-Site Activities – inside Blue Offsite bag
· Leaflet giving general advice on first aid

· Contents List

· 1 x Nitrile disposable gloves (pair)

· 1 x Resuscitation face shield (with one-way valve)

· 10 x Water resistant plasters

· 1 x Medium Sterile Dressing (12cmx22cm) 20 individually wrapped sterile adhesive dressings (assorted sizes)

· 1 x Large Sterile Dressing (18cm x 18cm) 2 sterile eye pads

· 1 x Eye pad sterile dressing

· 0 x Finger Sterile Dressing

· 1 x Burns Dressing (10cmx10cm)

· 1 x Triangular bandages

· 1 x Conforming Bandage (7.5cm wide)

· 4 x alcohol free moist cleansing wipes

· 2 x safety pins

· 1 x Adhesive Tape (2.5 cm wide)

· 1 x Foil blanket

· 1 x scissors (suitable for cutting clothing inc leather) 6 (12cm by 12cm) 

First – Aid Containers for General Off-Site Activities – Sports bag – with Sports Coordinator
· Leaflet giving general advice on first aid

· Contents List

· 1 x Nitrile disposable gloves (pair)

· 1 x Resuscitation face shield (with one-way valve)

· 10 x Water resistant plasters

· 1 x Medium Sterile Dressing (12cmx22cm) 20 individually wrapped sterile adhesive dressings (assorted sizes)

· 1 x Large Sterile Dressing (18cm x 18cm) 2 sterile eye pads

· 1 x Eye pad sterile dressing

· 0 x Finger Sterile Dressing

· 1 x Burns Dressing (10cmx10cm)

· 1 x Triangular bandages

· 1 x Conforming Bandage (7.5cm wide)

· 4 x alcohol free moist cleansing wipes

· 2 x safety pins

· 1 x Adhesive Tape (2.5 cm wide)

· 1 x Foil blanket

· 1 x scissors (suitable for cutting clothing inc leather) 6 (12cm by 12cm) 

Please inform the Office Manager if you have used any contents so replacements can be ordered.
Please be vigilant to those who have allergies to plasters 

Appendix B - Internal First Aid Procedure
All staff are qualified in emergency first aid and this is refreshed in staff training.                At least 2 members of staff have a qualification in paediatric first aid.                                      All members of staff can respond to an accident at any time using the first aid kit situated in the staff room (or offsite bag or sports bag when away from the school premises).  

It is important that parents are informed of accidents. An accident/incident form informs parents of any incident or accident and must be completed for any serve or minor injury that has received first aid treatment. Accident/incident forms must be completed by the class teacher. It is the lunchtime supervisor’s duty to fully inform the class teacher of all information concerning the accident/incident so the form can be completed effectively and parents can be fully informed of the accident/incident and any further care/treatment needed. It is acknowledged that it may not always be the child’s parent picking the child up from school. 
For head injuries, facial injuries or severe injuries (injuries that are bleeding, injuries that require a dressing and injuries that will require further treatment). 

3 copies of the accident/incident form are needed. The original copy goes in the child’s bag, a copy is placed on the whiteboard by the playground door as a reminder for the parent to be spoken to on collection of the child and a copy goes in the office tray. It is acknowledged that it may not always be the child’s parent picking the child up from school.
For borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team.   
Duty of all staff who dismiss children                                                                                       All staff are to check the whiteboard prior to releasing pupils and ensure the parent is informed of the accident/incident.  Once this has been done this additional accident/incident form can be additionally given to the parent or immediately shredded in the main office. Accident/incident forms remaining on the whiteboard after the child has gone home must be followed up with a phone call. This includes children who have parent and Headteacher permission to walk home. 
For minor injuries (injuries that have grazed the skin, that are superficial, have minimal bleeding that stops when the area is cleaned and requires a plaster not a dressing).

2 copies of the accident/incident form are needed. The original copy goes in the child’s bag and the other copy goes in the office tray.    

For borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team.   

Lunchtime and Playtime Supervision – a child may be sent in to fetch help or sent in to accompany an injured/sick child to the staffroom/office. This will depend on the nature of the accident/incident and staffing ratios in the playground.                                                A child may stay inside with a member of staff who will monitor the child until the child has sufficiently recovered or help or parents have arrived. Lunchtime supervisors have a modified first aid kit and will manage low level injuries. 

An accident/incident form informs parents of any incident or accident and must be completed for any serve or minor injury that has received first aid treatment. Accident/incident forms must be completed by the class teacher. It is the lunchtime supervisor’s duty to fully inform the class teacher of all information concerning the accident/incident.
Borderline cases secondary opinions will be obtained via the class teacher or/and a member of the Senior Leadership Team.   
Class teachers must collect their class from the playground and will collect any injured or ill child that need to return to their class or visit the child and leave them in the care of the office if more appropriate.  
After School
The club leader will manage any accidents requesting assistance from another member of staff if needed.  They will complete the accident form and ensure this is passed to parents or the late club supervisor and a copy placed in the office tray. Please refer to the process for head injuries, facial injuries or severe injuries and minor injuries. 
Offsite Activities (PE, trips)

The offsite activity leader will manage any accidents requesting assistance from another member of staff if needed or calling the emergency services if necessary.  They are to notify the school office and Headteacher.  On arrival back at school they are to complete the accident form and ensure this is passed to parents or the late club supervisor and a copy placed in the office tray.                                                              Please refer to the process for head injuries, facial injuries or severe injuries and minor injuries.  
Record Keeping
Photocopied accident/incident forms are logged in the accident folder in the main office along with any returned acknowledgment slips.  All accident/incident forms are numbered and are retained from the date of incident + 25years (children) or date of incident + 12 years (adult).  For serious accidents involving children the forms must be retained until the child reaches the age of 21. The Office Manager will oversee the process.
� � HYPERLINK "http://www.hse.gov.uk/riddor/" �http://www.hse.gov.uk/riddor/� 
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